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The city holds its own— 
e Office “tri k to the suburbs”: 1s year-end Ke port 
e The bank that TV built neh cul sts with electronics 

var's new office 


e A notable first on Wall Street 
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Another great STURGIS achievement: 
Steel office chairs that are 


------~ $elf-leveling ------ 
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No matter how uneven the floor, the remarkable | 
flexing characteristics of this fiber glass base 
are such that your weight keeps all four casters 
firmly on the floor. This is one of several amazing 
features of this new base. Its durability is almost 
unbelievable. No amount of office abuse will 
dent, deform cr disfigure it. All the maintenance é 


it will ever need is a wipe with a cloth. 


Your Sturgis dealer is now showing both 


executive and stenographic chairs with fiber 


glass bases. What’s more, these chairs may be 
selected with the visible steel parts finished in 


STURLON 
has 10 to 


. the extraordinary new finish whict 


20 times the abrasion resistance of 


other finishes, is warm to the touch and is 


non-corrosive. You can't beat that combination! 


AWK 


No refinishing—ever! 

. “ f ” j ! i 
A ce ty EAE Cures ‘‘foot-trouble Noiseless! Smart, beautiful patterns 
bang one against another Office workers are prone to in- The sound deadening charac- The glass fiber formations 
nothing will disfigure or dent flict scars and scuffs on chair teristic of fiber glass insures produce a pattern of distinc- 
or deform this fiber glass base bases. But a fiber glass base is virtually noiseless movement tive beauty introducing a 
and a wipe with a cloth will a sure cure for this sort of of the chair, even on rough brand new decorative note 
always make it look like new. “foot trouble’. and uneven floors. into office chairs 


THE STURGIS POSTURE CHAIR COMPANY + STURGIS, MICHIGAN 
For complete information and the name of your nearest dealer, Write to The Sturgis Posture Chair Company, General Sales Office, 154 East Erie Street, Chicago 11, Illinois 
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... papers with a 
striking new look 
that produce 
brighter, cleaner 
copies! 


NEW BLUE-WHITE © 
DUPLICATING PAPERS 


It’s great news for users of office duplicating machines! 
These improved Hammermill papers have a sparkling 
new blue-white brightness that gives them more eye 
appeal than ever before. And with all their other out- 
standing features, performance-wise they have no 
equal. They provide fast, trouble-free runs, produce 
sharper, cleaner copies—and more of them! And your 


printer can supply them. He'll help you choose the 
right Hammermill duplicating paper to meet your 
particular requirements. And he'll also suggest colorful 
printed headings that win extra attention for your 
duplicated messages. See him soon. Meantime, write 
for samples to Hammermill Paper Company, 1471 East 
Lake Road, Erie 6, Pennsylvania. 


HAMMERMILL MIMEO-BOND AND 
HAMMERMILL DUPLICATOR 


With its new blue-white look, famous HAMMERMILL MIMEO-BOND produces truly out 
standing reproduction jobs. Its exclusive air-cushion surface enables it to absorb mimeo 
graph inks more rapidly, without smudgy set-off to produce 5,000 or more clean, legibl 
copies from a single stencil. New blue-white HAMMERMILL DUPLICATOR will turn out 
brilliant copies -that retain their brightness on either spirit or gelatin-type machines 
Both papers come in a wide range of handsome colors as well as the new blue-white 


WHIPPET MIMEOGRAPH AND 
WHIPPET DUPLICATOR 


WHIPPET MIMEOGRAPH has been given a sparkling new blue-white look. 
WHIPPET DUPLICATOR is a brand-new Hammermill paper — also made in 
a blue-white that commands attention. Both are an excellent value where 
looks of a job must be kept up and paper costs kept down. And both 
have uniform quality that is unusual at such surprisingly low cost. 


ASK YOUR PRINTER TO SHOW YOU 
HOW PRINTED HEADINGS FURTHER 
IMPROVE DUPLICATING 

PAPER'S APPEARANCE 

AND UTILITY. 


No matter what type 

of material you repro- 

duce on your machines, 

it can be more effective 

with printed headings. 

Ask your printer toshow you how reports, 
price lists, sales letters, charts, bulletins 
all become more arresting, and easier to 
prepare, with the proper masthead 
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A FINE OFFICE NEED NOT BE EXPENSIVE, It would 
surprise you to learn how economically 
Macey-Fowler can create a truly fine executive 
office for you...a true reflection of your 


stability, good judgement and taste. 


Macerr fowler 


INCORPORATED 


NEW YORK BOSTON 


305 East 63rd Street 150 Causeway Street 
TEmpleton 8-5900 Richmond 2-1800 


Fine Executive Furniture in Both Wood and Steel 
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Although tour of the six offices 
honored in the 1953 “Office ot 
the Year” Awards are in subur- 
ban locations, we feel there are 
indications that the pace of office 
movement away from urban 
areas has currently slowed down 
somewhat. It is probably safe to 
say that barring such violent dis- 
persal as would follow a Bomb 
—atom or hydrogen—our fa- 
mous city office skylines are go 
ing to look pretty much as they 
do now for a long while to come. 
See page 16 for more on this. 
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office is People 


Here’s how they’ll be 
a better, happier team 


Your office is people . . . nice 
people, too! And given surroundings 
of comfortable efficiency, they 
produce more, faster, and are 
happier. 

Modern management people 
know how Steelcase color and 
styling boosts morale and efficiency; 
how Steelcase engineering and 
design saves valuable floor space; 
how Steelcase office furniture 
not only improves the appearance 
of your office but turns your people 
into a better-working, better- 
producing team. 

Your Steelcase dealer will gladly 
show you latest ideas in office 
planning. He’s listed under “Office 
Equipment” in your phone book. 


METAL OFFICE FURNITURE CO. 
Grand Rapids * Michigan 


EQ\U!IPMEN T 


— - = — 
A colorful, illustroted booblet 
© asking. Attach your letter- 
heod, send to Dept E for 
“Tooling Up Your Office.” 
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Management institute lists 
basic reference books 
for business men 
In a recent bulletin issued to its mem- 
bers, the American Institute of Manage 
ment, whose offices are at 125 E. 38th 
St., New York 16, N. Y., declared that 
the average business executive fails to 
take proper advantage of the reference 
books which are available to help him 
solve his problems. Said the report: 

“A chemist will spend fully as much 
time in the library as in the laboratory 
when solving a difficult problem. The 
same Is true of an engineer, economist, 
or any other scientist. But when the 
executive is faced with a problem, the 
Institute has found that he rarely thinks 
of enlisting the aid of the many in- 
valuable standard reference works on 
the shelves of his library.” 

The report adds that the typical 
business library is “so little regarded 
by many executives that their companies 
often do not have one,” or, that it they 
do, it is often inadequate. Among the 
reterence books which the Institute con- 
siders indispensable to a company 1i- 
brary are: 


Moody's Manual of Investments. 
Poor's Register of Directors and kx 
eounves. 

Standard & Poor's Industry Surveys. 

The Industrial Arts Index. 

Thomas’ Register of American Manu 

facturers, 

The New York Times Index. 

The Standard Advertising Register. 

Who's Who in Amertea. 

Who's Who in Commerce ind In 

dustry. 

Who Knows—.1nd What, aad vari- 
ous encyclopedias and government pub 
lications, including the Census of Manu 
factures, the Statistical Abstract of the 
United States, Sammaries of Tariff In 
formation, the Survey of Current Bus: 
ness, and the indexes and reports of the 
Bureau of Labor Statistics. 


Public buyers can help war 
on waste, says Eisenhower 
Purchasing executives are in a po 

sition to climinate a great deal of the 

waste and extravagance of govern 
mental operations, according to a mes- 
sage from President Eisenhower to the 
recent annual conterence of the Na- 
tional Institute of Governmental Pur 
chasing. 

The President said: “We are en 
gaged in the important task of eliminat 


ing Waste and extravagance in the oper 
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BUY 
CARBON PAPER 
FOR THE TROPICS 


THAT IS MADE TO BE USED IN TEMPERATURES 


OF 85 TO 100 DEGREES FAHRENHEIT 
(WITHOUT ROLLMARKS OR SMUTTING.) 


WHERE IT IS NECESSARY TO USE 
CARBON PAPER IN THE TROPICS, USE 


KEE |OX, DRI KLEEN CARBON 


CLEAN IN ANY TROPICAL TEMPERATURE 
NO SOILED CLOTHES, 
CLEAN RECORDS, 
NO INCONVENIENCE, 
BUT 
PERFECT EFFICIENCY. 


MANUFACTURED IN 4, 5 and 8-lb. WEIGHTS 
Genuinely BONE CLEAN. 


Also every size and color known 
of inked ribbons for all machines. 


Special Discount on Export orders. 
If you have quotations to make 
get our prices first. 


A few foreign EXCLUSIVE territories open. 


KEE OX, EXPORT DEPT. 


ROCHESTER 1, N. Y., U.S. A. 
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In this ef- 
fort, the role of the purchasing execu- 
tive is crucial. Not only must he be 
competent and of unimpeachable in- 
tegrity, but he must also be skilled pro- 


ations of our Government. 


tessionally in order to obtain the great z 
est value in return tor the tax dollars 

é 954 E 7 + H C i f % CY expended tor equipment and supplies. : 
“Economy and thrift in local, state 

and Federal Government are, therefore a 

a, 

: ; 
the reward of all Americans as your or 


ganization continues to raise the protes- 
sional standards applied in public buy- 
ing. 


WITH A of 


Adding to the President’s remarks. 


Edmund F. Mansure, Administrator of 
OFFICE 5 the General Services Administration. 
a \ 


said in an address to the conference that 


ae es 


business too has its responsibilities in 
“making it easier to do business with 
Government.” The G.S.A., he said, is 
working to smooth out the purchasing 
relationships between industry and 


Government, but business itself should 


: contribute to this common goal. 
Too many executives have become so accus- 


tomed to their outdated, inefficient office Oil company plans move 
surroundings that they have given little or no to suburban offices 

ee a a ene Pee aNy eee oe New suburban headquarters tor the 
ou oO i oO : ; ae. cs 
& P Standard-Vacuum Oil Co. will be built 
planning and furnishing. Modern office plan- in Westchester County north of New 
: , . York City, according to plat scently 
ning will make substantial reductions in ork City, according to pl = ee 
announced by that company. Standard 


administrative overhead and help attract and Vacuum. which is a subsidiary of the 


hold employees and customers alike. emmand < ae A: Teo gins . rs ; 
Socony-Vacuum Co. of New York, F 
er Meld's oof of experts assist you in will set up new international head- 


quarters in Harrison Township, just 
east of White Plains. 
tion line, and at the same time. in the best of Standard-Vacuum intends to build a 


making your office as efficient as your produc- 


two-story building of a rambling, “sub- 
taste. They will help you choose from our 


urban” style. It will accommodate 700 
unusually wide range of carefully selected employees. The new structure will go 


; up on a 55-acre site recently acquired 
ofhce furniture, floor covers, draperies, and ne 
by the company, and is expected to be 


accessories. ready tor its occupants early in 1955, 


As designed, the new building will 


For a few replacements or a complete new be air-conditioned throughout its two 
& 


9 floors and basement. Conveniences for 
ofhce, call us or visit our showrooms. See ; 
the employees will include a_ large 


what other firms are doing and what you can cafeteria and a parking space designed 


‘Ta i - tz * care of 400 cars. 

do to bring your offices up to 1954 efficiency. to take ee = 
Members of Eggers & Higgins, New 
York architectural firm, have been re 
tained tor work on the new offices. 


Binney & Smith move offices 


Binney & Smith, manufacturers of 


MARSHALL FIELD & COMPANY _ Binney & Smith, manufacturers 


contract and office furniture division the Gold Medal line, are moving their 
othces to 380 Madison Avenue, New 


York, where the company will occupy 


i i pe i ieee See I ay 


MERCHANDISE MART, CHICAGO 54, ILLINOIS 


im entire Hoor. The company’s pre 
vious offices were at 41 E. 42nd Street. 
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*Fairfaxy con s towels used by Hammond Orga 


ss ae ie ssculig iced by American Linen § upply Company o 
ee 


Cotton Towels’ Have Kept Hammond Washrooms 
Clean and Tidy for 19 years 


® The product of the Hammond Organ Company of Chicago 
has long been known as “music’s most glorious voice.” 
Pictured above is the newest achievement of Hammond 
Here’s How pioneering in the field of musical instruments —the beauti- 
Linen Supply Works... ful Chord Organ. While Hammond management and crafts- 
You buy . men are continuously experimenting with new ways of im- 
ou buy nothing... your ° 
linen supply dealer sup- proving plant and product...cotton towels have kept the 
plies everything. The low washrooms in all four Hammond plants clean and tidy for 
cost includes cabinets, pick- 19 years. You can be sure, too, their employees appreciate 
up and delivery, provides the extra comfort afforded by soft absorbent towels. 
automatic supply of fresh- Whatever your towel problem ... whether you operate 
ly laundered towels and a factory, institution, office or store... you can be sure that 
“aap iemawaatty apomgesas abies soft, gentle, absorbent cotton towels will do the best job in 
mee pe ae a al promoting employee morale, building customer good will, 
service is listed in your increasing tidiness in your washrooms and cleanliness 
classified book under SER- among your employees. Cotton towel service is economical, 


VILINEN, LINEN SUPPLY it’s efficient and it’s a sign of good management. 
or TOWEL SUPPLY. 


Clean Cotton Towels... 
Fairtax Towels Sure Sign of Good Management 


A PRODUCT OF WEST POINT MANUFACTURING CO. + WELLINGTON SEARS CO., SELLING AGENTS, 65 WORTH ST., NEW YORK 
December, 1953 OFFICE MANAGEMENT 
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Remington Rand expands 
machine lease program 


A “purchase-or-lease” program has 
now been set up by Remington Rand 
Inc., 315 Fourth Ave.. New York 10, 
oe = 


purchase any item from that company s 


making it possible to lease or 


entire line ot ofhce machines and equip 
nent, ranging trom the simplest card 
tile unit to the electronic “brain,” Uni 
vac. Included 1s such equipment as 
typewriters, printing calculators, adding 


machines, accounting machines, photo 


copying units, filing equipment, and 
ofhce turmiture. 

A recent announcement trom the 
company stated that the new lease plan 
should be of particular value to com- 
panies that do not wish to commit large 
amounts of cash or working capital to 
machines, to 


the purchase of office 


those that wish to make an extended 
test of certain types of equipment be 
tore making an outright purchase, and 

those that require such equipment 
only for a particular contract or for a 


program of relatively limited duration, 


oe 


PLYMOUTH 
RUBBER BANDS 


PLYMOUTH RUBBER COMPANY, INC. 


iy. Be ] 
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The new plan provides tor a pur 
chase option clause in each agreement, 
whereby all or a substantial portion ot 
amounts paid tor rentals may be ap- 
plied against purchase ot the machines 
at regular prices. Leases extend tor 12, 
18, 24. or 36 months, and can be re 
newed tor yearly periods, A minimum 
rental period guarantee ot two-thirds 
of the maximum original lease time ts 
required, 

Remington Rand's Business Equip 
ment Efficiency services also apply on 
leased equipment. These services pro- 
vide regular servicing of machines, to 
gether with emergency call facilities. 


Expense account deductions 
studied by tax collectors 
Expense account deductions on in 

come tax statements are to be given 

caretul governmental attention in the 
future, according to a recent statement 

U.S. Commissioner of Internal 

Andrews. Mr. 

Andrews, speaking at a meeting of 

The New York State Society of Cert 

tied Public Accountants at New York's 

Waldort-Astoria Hotel, said that the 


by the 


Revenue, T. Coleman 


Government intends to crack down on 
those who abuse such deduction privil 
epes. 

The commissioner said that the Gov 
ernment does not wish to tell people 
how they should spend their money. 
but, at the same time, it cannot afford 


unauthorized deductions. 


Business men ck 


to allow 
uming expense account 
deductions will be expected to provide 
suthcient documentation to show that 
their expenses were directed to a legiti 


busine SS ¢ nd. 


mate 
Mr. Andrews added that the Interna! 
Revenue Service has set itself a three 
point objective with respect to tax rul 
ings: (1) to release considerably more 
tax information to the public through 
the press and commercial tax services. 
(2) to simplity rulings, and (3) to pub 
lish more official rulings so that tewer 
“office rulings” will be necessary. 
OMAC announces Chicago 
business show 
The Office Management Association 
of Chicago has announced plans for 
the 1954 OMAC 


annual exhibition ot 


Business Show. This 
office machines 
and equipment will be held at the 
Conrad Hilton Hotel in Chicago trom 
March Sth through 11th. 

Chairman of the show is L. V. 
Smith, of The Pure Oil Co.., 
1636, 35 E. Wacker Drive 
Ill. 


Room 
e ( hicago 1. 
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Illustrated above is our red genuine Pressboard 
Binder Cover made also in grey and black Press- 
board. We can furnish this cover in genuine tan 
Smeadfibre - embossed Leatherette grain finish, 
which gives it a two-tone effect. Our binder cov- 
ers lend themselves well to embossing on the front 
of the cover and are carried in stock in all 
popular sizes. 


These binders are equipped wtth 82” C to C 
fasteners with 3” prongs and are made with extra 
strong long-wearing full cloth hinge for hard 
active service. These binders can also be furnish- 
ed with scored hinge where the activity of the 
binder is not as great. This is an ideal binder 
cover for orderly arrangement of inventories, re- 
ports, notes, proposals, pricelists, etc. 


i 


We have artists and engineers to take care of 
your unusual requirements for specially design- 
ed covers. Consult us on your next job for 
special sketches and samples. 
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The KWIK-TWST Sales Dispenser is 
an effective sales stimulant. It is com- 
pact, colorful, and contains 24 drills, 


templates and instruction sheets. 


Order yours today! 


THE 
Sead MANUFACTURING CO., INC. HASTINGS, MINNESOTA 
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Books and Pamphlets 


Tax Planning for Foundations 
and Charitable Giving 

In his introduction to Tax Planning 
for Foundations and Charitable Giving, 
William J. Casey of the New York Bar 
says: 

“In our lifetime, socialistic and semi 
socialistic forces have made great in 
roads on individual freedom and on 
the strength and integrity of private 
institutions, Inflation has vastly in- 
creased the amount of money needed 
to carry on religious work, private edu- 
cation, private charity and private re 
search. High taxes have dried up the 
source of large gifts and bequests. Po 
litical medicine men have rushed in 
with the taxpayers’ money, seeking to 
grab credit for the rescue of private 
welfare.” 

This new book, written by Mr. 
Casey, J. K. Lasser, and Walter Lord, 
is a research study which analyzes pub- 
lic policy with respect to tax conces- 
sions for charitable gifts made by in 
dividuals and businesses. The book is 
in three main parts, dealing with the 
opportunities open to individuals, cor- 
porations, and charities for taking ad- 
vantage of current tax policies. The 
appendix includes copies of several 
relevant legal documents, such as ar- 
ticles of incorporation for a foundation, 
trust agreements, and corporate by- 
laws. 

This book is published by Business 
Reports, Inc., 1 Main St., Roslyn, L. I. 
N. Y., and is priced at $12.50. 


AMA Reports 

Three new reports issued by the 
American Management Association 
are: 

Making Personnel Practices and Pro- 
grams Pay Off, No. 151 in the Person- 
nel Series. Among the papers repro- 
duced in this report are “Are Our 
Training Programs Paying Off?” by 
Theodore Hariton, “Research Findings 
in Employee Morale and Productivity” 
by Homer E. Lunken, and two panel 
discussions, one on “Explaining Man- 
agement Development to Top Manage- 
ment,” and another on “How to Make 
Up the Personnel Budget.” 

Profitably Using the General Staff 
Position in Business, No. 165 in the 
General Management Series. This re- 
port discusses the applicability of staff 
organization and staff methods in busi- 
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ness and the advantages to be obtained 
from their use. 

Making the Most of Your Human 
Resources, No. 208 in the Manufactur- 
ing Series. Although reports of this 
series are aimed primarily at manufac- 
turing executives, office people will find 
a number of interesting ideas in the 
articles entitled “Stimulating Employee 
Proprietor-Mindedness” and “How to 
Select Better Supervisors. 

The American Management Asso- 
ciation, 330 West 42nd St., New York 
36, N. Y., offers its reports to non- 
members at a price of $1.25 each. 
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Letterhead Logic 


A guide to the improvement of letter- 
heads has been prepared by R. O. H. 
Hill, Inc., 270 Lafayette St., New York 
12, N. Y. Called Letterhead Logic, this 
brochure contains a check list used by 
experts to measure the effectiveness of 
letterheads and to suggest methods of 
improving existing ones. The brochure 
is free to firms requiring 5,000 or more 
letterheads a year and may be obtained 
by writing the company, stating the 
number of letterheads used annually, 


(To page 70) 


PAPER CUTTERS: 

11 models — 7 sizes ... from 

lever cutters in bench and floor models 
—to power cutters with hand or 
hydraulic clamp. Engineered to provide 
smooth, accurate cutting with 

minimum effort and maximum safety. 


: a 
t- ~ ~ 
PAPER DRILLS: ee . 
<< 
For standard run of loose- 
4. leaf work. Also adapt- | \ 
y % able a a of v \ 
TT. novelty jobs. 9 styles . — a 
C- available — hand, dealers in all principal cities 
foot, power models. > -_-—-— = — — —  — 
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THE CHALLENGE MACHINERY CO. 


1 
\ GRAND HAVEN, MICHIGAN ' 
PROOF a | Send details as checked below ! 
| PRESSES: wy Soke Colter Paper Drills ' 

Always a sharp . Proof Presses Paper Punches 
clean impression; ! 
easy operation. Name | 

Full selection of 5 [ 
styles — 5 sizes. , Full Address ! 
“> “a | 
= ' 

Mail coupon for specific information 1 1! 
744B ee ee ea ee 
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GH features GE Textolite’® 


*VANUFACTURED BY GENERAL ELECTRIC 


America’s finest metal desk,the GF MODE-MAKER, 
is first to use beautiful, new, patterned plastic desk top 


Two outstanding features make Mode- 
Maker the ideal desk for the executive 
who gets things done. Every inch of it 
is built for complete efficiency, with a 
right place for every personal or busi- 
ness’ tool’, And its modern design, 
soft gray finish and super-smooth, stain- 
proof Textolite top reflect the prestige 
of your position and your company. 


The cost of this business-lifetime metal desk 
comes to a fraction of 1% of its user’s salary 
over a span of 15 years! 


GF's Mode-Maker, America’s most dis- 
tinguished line of desks, has many 
models to choose from for private and 
general offices. Each model is handsome, 
practical, designed to fill a specific need. 


Find out how a low-cost investment in 
GF Mode-Maker desks can make a 
tremendous difference in the appearance 
and efficiency of your office. Call your 
nearest GF distributor or write The 
General Fireproofing Company, Dept. 
O-24, Youngstown 1, Ohio. 


Good metal business furniture is @ good investment 


. GENERAL 
FIREPROOFING 


Foremost in Metal Business Furniture 


MODE-MAKER DESKS 
GOODFORM ALUMINUM CHAIRS 
METAL FILING EQUIPMENT 

GF STEEL SHELVING 
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editorial 


Thumbs down on excess paper! 


Elsewhere in this issue there is allusion to a | deal in the othe 


held—the purchase by Webb & Knapp, Inc., of the Chrysler Building, the 
Chrysler Building East, and the Graybar Building, New York office land 
marks. 


Lawyers tigured numerously in the complicated transaction, and lawvers 
; 8 } 


are notorious tor volume of paperwork, but in any case the Webb & Knapp 


people estimated that more than a ton of paper to be filed and stored devel 


oped from the transaction. And that is a lot of paper! And was it all 
necessary > 

Emmett J. Leahy, nationally known enemy of unnecessary paperwork, has 
been emphasizing for years that the American ofhce is being smothered by a 


rising tide of records, reports, copies, and documents. 


Recently Mr. Leahy told the Society for the Advancement of Management 
that on the average 40 per cent ot filed paper can be thrown out as useless; 
30 per cent has so lost its timeliness that it can be transferred to archive space 
outside the office; and only 30 per cent of the total need be retained in the 
office. Best way of all to avoid adding to the burden of paperwork and 
paper retention, he points out, is to step up vigilance at the source and cut 
the volume of paperwork produced, as well as the number of papers sent 
to the files! 

Office Management readers have heartily endorsed the notable series of 
articles currently running in this magazine under the title “More Profit—Less 
Paper,” giving the text of a manual bearing that title, prepared by Joseph 
W. Lucas, with the aid of other members of the Department on Organization 
of the Standard Oil Company of California, as a result of a long-term study 
f office procedures by that department. From this study, a growing number 
4% offices are drawing information and inspiration tor intelligent action in 
rolling back the paperwork tide. 
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New York’s Grand Central area—first to lose offices, it’s now the first to gain new ones 


Office “trek to the suburbs”: is it waning? 


by Robert M. Smith 


EARLY IN OCTOBER, aiter prolonged negotiations which 
required the services of 100 lawyers, and which were based 
on nearly a ton of documents—enough papers to fill a rail- 
road freight car—the largest real estate transaction in New 
York City’s history was concluded. William Zeckendorf, 
the legendary real estate enterpriser, had beught control ot 
three of New York’s largest office buildings—the Chrysler 
Building, its annex, Chrysler East, and The Graybar Build- 
ing—tor his firm, Webb & Knapp. 

It was one more evidence that confidence in the future otf 
the metropolis and its sister big cities across the country as 
the continuing business centers of activity is not waning, in 
spite of indications late last year and early this year that the 
future trend ot offices might be strongly to the suburbs. 

Today, in the New York City area, the trek to the su- 
burbs seems to have come to a halt. Whether it is tempo- 
rary or permanent, no one can tell. None of the major con- 
cerns which announced definite plans for moving out of 
New York during 1952 and early 1953 have so tar publicly 
announced a reversal of their decision. But there have been 
no significant additions to the list of these firms reported in 
Office Management in January, 1953. 

On the other hand, many more new office buildings have 
been started in New York City during this year than for 
some years past. 


The most significant move announced this year has been 


eS 


that of the Socony-Vacuum Corporation from its building in 
downtown Manhattan. Socony-Vacuum is planning, not to 
build in the suburbs, but to lease a building one-block square 
being constructed to meet its requirements in the Grand 
Central area of New York—precisely the section which some ; 
of the most prominent firms planning to move to the sub- 

urbs are deserting. 

Socony-Vacuum’s announced reasons as reported in its 
house organ: 

“Why did Socony-Vacuum decide to remain in the city 
instead of moving to the suburbs? 

“Contrary to popular belief, the trend toward suburban 
locations is not very pronounced among the larger com 
panies and most headquarters offices have remained in the 
city and give all indications of continuing to do so. 

“In the instance of our own company, the prime factor 
was the reluctance of management to cause the disloca- 
tion of employees’ homes and families which a move out 
of the city would entail. Also, such factors as location near 
main travel facilities and proximity to the various organiza- 
tions with which we conduct business were considered. 

“Why are we leasing a building instead of constructing 
one ourselves? 

“The Company believes that its capital can be used to 
best advantage when invested in the business it knows, 
which is the oil business. 
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William Zeckendorf holds up one of the documents certifying the largest real estate buy in New York's history — 
purchase of the Chrysler, Chrysler East, and Graybar Buildings (shown below, left to right.) 


“Why was the Grand Central location chosen? “Contrary to popular belief. the 


The location for the new office was decided only atter trend toward suburban locations is 


not very pronounced among the 

larger companies . . . most head- 

tor more employees than any other location considered.” ) aggronla offices have remained “r 
In a way, the trend has come full circlh—General Foods, the city and give all indi ‘ations of 

the first large company to announce plans to move to West- continuing to do so... 

chester, the suburban county north of New York, is giving 


comprehensive studies had been made covering all aspects 
of the subject, including location ot employees’ residences. 
The area selected was, according to these studies, convenient 


’ Socony-Vacuum Oil Company 
up offices scattered through the Grand Central area to move 


to White Plains, Westchester County seat, in April of 1954. 
But the Zeckendorf purchases and the Socony-Vacuum 
building are all in the immediate Grand Central region. 
Both the oil company and the man who has been described 
as the nation’s Number | realtor seem to be betting on the 
future of midtown New York, 

Various factors are cited as explaining the definite slow 
down of what seemed early this year the beginning of a 
definite trend to suburban offices. Among the most sig- 
nificant are those given by Socony-Vacuum in explaining 
its decision to stay in the city. But many others—perhaps 
equally important if completely unexpected—have also made 


their appearance. 
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\ recent speaker at New York’s Town Hall, discussing 
the subject, reported that some of the large firms that have 


announced plans to move out of the city have experienced 
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an unexpected drain on their younger and more promising 
executives, who showed reluctance to isolate themselves in 


the country where their future would be almost inevitably 


rr rea 


tied to their present company. 
This could be desirable from the company viewpoint, but 


it proved so undesirable from the viewpoint of the junior 
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Most of the companies planning 
moves to the suburbs have been con- 
cerned because they feared lower- 
echelon personnel would resist the 
move ... now there are indications 
that executives too, for a variety of 


reasons, prefer offices in the central 
city 2... 


executives that some of them deserted their companies tor 
other jobs before the move was even made. 

The same speaker, Peter Grimm, chairman of the board 
fo William A. White & Sons, declared that companies 
expecting to lower building costs by construction in the 
suburbs have been sadly disappointed. The old real estate 
maxim that it is just as expensive to put up an office build- 
ing on cheap land as on high-priced land exists still in the 
suburbs, he said, and the lower cost of the land is a small 
jactor in overall building costs. 

An unspoken factor that was believed by many to be be- 
hind the rash of suburban moves announced last year—the 
fear of atomic attack on major population centers—may, 
paradoxically, now explain the lessening interest in the 
suburbs as a major location tor new offices. At the begin 
ning of the year, Russia did not have the hydrogen bomb, 
and the most pessimistic forecast of atomic assault visualized 
the destruction of central areas of a few key cities. Now, 
the main trend of the conflicting statements coming from 
Washington seems to indicate that any attack on this coun 
try, if it were successful at all, could very well destroy every 
community over 100,000 in population in the country. 

In other words the prospect of a successful bombing at 
tack is now a prospect of complete destruction and paralysis, 
rather than the earlier concept of something much less than 
that. Under the circumstances, elaborate moves aimed to 
preserve individual businesses begin to seem fairly foolish: 
it a bombing attack were successful at all, a business, with 
all its records miraculously intact, ail its facilities still oper 
ating, would still have no future at all. 

There are, of course, other factors at work, too. New 
developments in ofhce mechanization are again making cen 
tralization rather than decentralization profitable for even 
the most elaborate operations. Closed circuit television 
equipment, which can make visual reference to records 
simple even between scattered offices in one city, is equally 
applicable to widely separated floors in a metropolitan sky 
scraper. 

By the same token, many of the other new mechanized 
devices for the ofhce concentrate activities and functions that 
formerly required extensive personnel. This gives the 
central city an advantage again over the country, since it 
removes much of the premium on space that was so large 
a factor in the decision of many firms to move to the 
country. 4 

The human equation has played a large share in the re- 
versal. Although many of the large companies that origi 
nally started the suburban boom felt that working in the 
suburbs would prove attractive to their personnel, there is 
evidence that this might have been a miscalculation. There 
was alwavs some doubt about the willingness or ability of 


18 


lewer echelon personnel to buy homes in wealthy suburban 
areas, and some of the companies making the move frankly 
admitted last spring when their plans were first announced 
that they had no way of knowing what percentage of per- 
sonnel would refuse to make the move with them. How- 
ever, it was felt that supervisory and executive levels, many 
of whom already lived in the suburbs, would appreciate 
living near their work, Too, many of the companies un- 
doubtedly felt that relative isolation would bind personnel 
more closely to the company. 

There is good reason to believe that both of these circula- 
tions may have boomeranged. Recent statistics show that 
urban New Yorkers, once notoriously the most migratory 
population in the country, moving from apartment to apart- 
ment each fall, are now far more stable than their suburban 
cousins. The very fact that so many people live in the 
suburbs may militate against offices in the suburbs. For it 
is the group now living in the suburbs who were in former 
years the restless apartment dwellers of Manhattan, the 
young married couples with growing children. New York 
proper is becoming increasingly a city where the relatively 
poor and the relatively rich live, while the great middle in- 
come group migrates to the suburbs, But the middle income 
group is—as far as homes are concerned—the least stable 
group. It is the category with growing families and growing 
incomes, made up of units which periodically outgrow the 
first suburban home, and move on to a new one. 

This in itself would not handicap the suburban office, if 
the average suburban tamily simply moved to a larger home 
in the same town. But this does not always follow. Eco- 
nomic and prestige factors play a great part in many moves 
to suburban homes, and New York suburbs are economically 
stratified like those of all other large cities. Town A is 
appropriate tor a family with an income of $10,000 a year, 
but as soon as the income reaches $15,000 they begin to 
yearn for a new home in Town B, just as they trade in the 
Ford station wagon for a Buick station wagon. 

It follows then that the suburban office located in a central 
Westchester community may suddenly become more incon 
venient for key personnel—and those who are future key 
personnel—than a New York office would be. All roads— 
and all commuting railroads—in every region lead to the 
central city. Travel from one suburban area to another is 
a very different matter, especially when the central city is 
so large that its suburbs spread over three states as they 
do in the case of New York. 

There are other difficulties that have slowed down the 
suburban movement. More than one company has run into 
serious zoning difficulties in small communities that have 
always been primarily residential, and have resisted the en- 
croachment of large offices. Standard Vacuum Oil planned 
last year to consolidate offices scattered through three build- 
ings in downtown Manhattan in one new headquarters in 
Rye Township, Westchester. It ran into difficulties almost 
immediately. 

Rye property owners protested the construction of an office 
building in the strongest possible terms; the Rye Town 
Board delayed action on the rezoning application. Finally, 
Standard Vacuum gave up. It is still planning to move its 
offices to the suburbs, but not to Rye. It has now acquired 
a 35-acre site in Harrison Township near White Plains, 
where it will build a “suburban type” building of two stories 
and basement. 


(To page 73) 
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A merry Christmas 


A happy New Year 
to all our readers— 


office management 
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The bank that TV built 


TELEVISION, which has been making an appearance in 
isolated uses in various banks recent!y, became the working 
basis on which an entire branch bank is operated when the 
New York Savings Bank, New York City, opened a branch 
in Rockefeller Center last month. 

As a result of new applications of television and electronic 
equipment, the New York Savings Bank estimates that it 
can cut operating costs 25 per cent below the figure for a 
conventionally operated branch of similar capacity, and that 
business can be doubled before overhead goes up. Tele- 
vision makes it unnecessary to duplicate central office rec- 
ord keeping equipment at the branch, so that the new bank 
requires only half the floor space usually needed. 

The Rockefeller Center bank is connected with its parent 


office at 8th Avenue and 1I4th Street, forty blocks away, by 
a private coaxial cable rented from the telephone company. 
All accounting records are maintained at the bank’s central 
office; none is kept in the branch, But each teller in the 
branch has a small television screen at her station, so that 
main office records are immediately accessible to her. 

In the central office’s 1.B.M. accounting room, television 
records are flanked by rotary files containing all pertinent 
depositors’ records, so that attendants may transmit needed 
record-images to the tellers two miles away in a matter of 
seconds. 

This elimination of records and equipment usually needed 
in a branch has made it possible for the new office to func- 
tion with only 40 per cent of its usable floor space given 


Teller verifies signature on withdrawal slip with televised specimen 
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to equipment for operations; the remaining 60 per cent 
is available for customer floor space. The usual ratio in a 
branch office is 75 per cent of space allocated for operational 
equipment; 25 per cent for customer space. 

Thus, the new office of the New York Savings Bank is 
able to function with 2,125 square feet whereas the usual 
standard for a branch bank of similar capacity is a minimum 
of 4,000 square feet. New York officials report that in the 
high-rent Rockefeller Center area, where rents average ap- 
proximately $15 a square foot, the savings achieved by tele- 
vision on rent alone amounts to nearly $30,000 a year. 

By the same token, the concentration of all accounting 
records at the central department makes it possible to run 
the branch office with less personnel than would be re- 
quired in a conventional branch. 

The savings in bank overhead costs are only the first of 
many advantages given by the new system, bank officials 
emphasize. Because each teller in the branch need never 
leave his station to check balances or verify signatures, but 
need only flash the main office for the appropriate record 
to appear on his television screen, customer transactions are 
speeded. Then, too, since all records are maintained at the 
central office, but are available in exact image form at the 
branch, it is possible for any bank customer to make de- 
posits or withdrawals at either the branch or central office 
with equal facility, no matter where his account was origi- 
nally established. 

Television is only one of the innovations in the new bank, 
but it is the basic one that has made possible the streamilin- 
ing of other banking functions. Thus, simplified record 
keeping at the branch office, and the elimination of manual 
computation of interest at the teller’s stations makes it pos- 
sible—since the branch tellers need no longer remain for 
some hours at the end of the banking day to compute in- 
terest and file ledger cards—to keep the bank open to cus- 
tomers until 5:30 each day. Since the bank opens at 8:30 
in the morning, business people in the neighborhood find 

(To page 76) 


Intercommunication unit is located at each receiver 
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Attendant in bank’s centralized Il. B. M. accounting room 
places depositor’s records before the camera for . . ° 
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transmission to the paying teller 


Special Service counter also has TV screen 
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National Sugar’s new office— 


A notable “first” on Wall Street 


LOW, HORIZONTAL building lines have become almost 
the exclusive trademark of the suburban office recently, but 
the first office structure to be built in New York's downtown 
financial district since the end of the war has ignored New 
York precedent, and adopted for itseli the horizontal look. 

Set against a background of towering skyscrapers, the 
new headquarters of the National Sugar Refining Company 
represents a complete departure from the pattern set by 
its neighbors. Two stories high, and located on the corner 
ot Wall and Front Streets, its greatest dimensions are in 
street frontage rather than height. 

This is not the only change from the conservative look 
so long typical of downtown New York, however. The 
granite and limestone building makes generous use of wide, 


floor to ceiling plate glass windows on its street floor, and 


its curving recessed main entrance which runs to the top 
of the building is formed of steel-framed glass panels. 
The offices inside the gracetul new building represent just 
as much of a change from the solid and sometimes funereal 
look so often associated with the financial district. National 
Sugar is utilizing a great deal of the furniture and equip- 
ment trom its old offices in the new building, but imagina 


} 


tion and care have made evervthing in the establishment 


which was only opened in late October—look brand new. 
Thus, the furniture in National Sugar’s tormer head 
quarters was not of the modular type, but the advantages 
of modular have been gained by combining wooden work 
desks to torm “modular” 


top tables with L-shaped 


units. When necessary, files are located under these work 


table surfaces exactly as they are in ready-made modular 


Jack Frost has a new look, inside as well as out. The reception area 
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The President’. office 


units. Since all the furniture and filing equipment were 
retinished before they were moved to the new building, and 
since the specially designed wooden work Lops have been 
finished in colors that blend well with the furniture color, 
the entire effect is as pleasing as it is efficient, 

Perhaps the most startling innovation in the new oflices 
is the extensive—and extremely imaginative—use that has 
been made of a great variety ot colors, Custom-designed by 
Marta Bergson Associates, the National Sugar offices show a 
much more unconventional—and much more effective 
approach to color than has been customary in even the most 
modern new offices betore this. 

Black 1s used freely throughout the building, in combina 
tion with bright of very light colors, and, although this must 


have sounded almost theatrical when it was first suggested, 


(To page 74) Flush drawers in board table hold 


Sales Orders ottice 
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More profit—less paper 


through work simplification 


By Joseph W. Lucas 


with the assistance of other members of the 


Department on Organization 


STANDARD OIL COMPANY OF CALIFORNIA 


San Francisco 20, California 


The Department on Organization of the Standard Oil Company of California is more 


than twenty years old, and has been a pioneer in organization planning, methods and 


THE BEST organizational arrangement is one that provides 
for establishing a position or a group of similar positions to 
perform related activities. For example, the function ot 
accounting for and paying vendors’ invoices, as shown on 
the flow chart in Exhibit “K”, Part 1, (November issue) 
should be confined to the Disbursements Unit. The ex- 
ceptions that are indicated, such as the functions of the 
Cashier, Chief Accountant, and Mail Clerk, are for the 
purpose of preserving the features of internal accounting 
control and audit requirements and serve to prevent any 
one individual from having complete control over cash. 
This plan expedites the work flow and prevents multiple 
handling of documents by different individuals at differ 
ent locations. 

As another example, Addressograph work should be per- 
formed in the Office Services Section and not in the Pay- 
roll Section. 

Thorough study should be made to determine whether 
typing and filing functions should be centralized. It is 
uneconomical to have several self-contained units perform- 
ing similar functions. The most effective utilization of 
manpower generally occurs when related activities are cen- 
tralized insofar as circumstances permit. 

In allocating functions to positions, consideration must 
be given to the type of functions and the position classi 
fication in order to avoid the payment of higher salary for 
lower grade work, and vice versa. 


Delegate responsibility 
A very important principle of work simplification is that 
responsibility and authority should be delegated to the lowest 
practical levels at which an intelligent decision can be made. 
This requires the institution of controls to hold individuals 
accountable for results in exercising their authority. 

Quite frequently a manager or department head is re- 
luctant to relinquish authority to a subordinate and will 
request that many routine matters be cleared through him 
self. This necessitates added paper work, multiple handling 
of documents and, perhaps, special reports. There are simple 
means of holding subordinates accountable for results, such 
as periodic, over-all performance reports and actual visits 
and interviews with those concerned. 


Reprinted by permission of the copyright owner 


Single copies of this book will be suppliec 
charge of $2.5 


tree 


manpower controls, wage and salary administration, and research in management practices. 


Reference is made to Exhibit “I,” and to Exhibit “EK,” 
(October issue). Exhibit “E” shows a form that was being 
prepared daily on delinquent account balances at a field 
office and then forwarded to the Home Office. It is tied in 
with the notes shown in Exhibit “I.” In reviewing the torm 
the analyst found that the Home Office could do nothing 
and actually did nothing about the correction of individual 
delinquent balances. The District Manager should have had 
full responsibility for collection and been held accountable 
only for over-ali results. This was the recommendation that 
was made. It resulted in the elimination of the form and the 
institution of a new system, which very simply established 
a means of holding the manager accountable for satisfactory 
over-all performance on delinquent balances. 


Mechanical vs. manual operation 

Manual operations to a very large extent have been dts 
placed by machine methods, particularly where volume, 
variety of information required, speed, and accuracy are of 
importance. To these, also, must be added economy, public 
acceptance of modern methods, and ease of operation for 
employees. For these reasons it is essential that the analyst 
study the adaptability of machine operations to the work. 
In addition, it is desirable to study current innovations and 
improvements in mechanical equipment that may be already 
in use, 

The flow charts and analysis of the work itself will dis 
close features that appear adaptable to machine operation. 
It will be noted in Exhibit “K” that a new system was 
developed for processing and paying vendors’ invoices as 
described on the flow chart—Item 5. This shows what can 
be accomplished through research and checking with equip 
ment houses on equipment available to do the work. The 
volume must be such as to support the cost of the new 
equipment and provide a good pay-out of the investment 
after allowances for manpower, upkeep, and other operating 
expense. Speed, accuracy, and space requirements are also 
important factors. Adaptability of the equipment to other 
uses should be given consideration. For example. in the 
instance cited in Exhibit “K,” it was possible to extend the 
use of the machine to the preparation of payroll checks and 


t 
.] 7s | >Y 
related documents. 


pyright, 1953, Standard Oil Company of California. 
Standard Oil to persons who can use them, but a 
0 per copy will be made on ord 


rs for several copies from a single source. 
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Test existing standards 


Standards of performance in office operations have a ADAANSIS OF WHUOICE CHECE IOS 


definite place as a guide in establishing essential manpower 
and maintaining it at a level consistent with the actual a ra ee ae 
needs of the business. Volume of work performed should will cover accuracy of list price, seles and use taxes, and the showing of 


be measured in terms of units. This would include orders 


Recommendetion was made es follows 


F.0.B. point. Resort to @ simple test-check process to verify the eccurecy 
4 . of invoices of $100 end under. This mey be accomplished by the deily check~ 
irom customers, invoices processed, checks drawn, em- sen sito anihd ontitnd ot coclens? (ealais «nin wigheeaseal Sante.” 


ployees on the payroll, billings, cylinders transcribed or The enclysis supporting thie recommendation disclooed the folleving 
. 1 : 

letters written, postings to stock records, and similar repeti- Tete euaber of caplovyees engaged ia chechieg 

tive and routine functions. Totel wenposer cost of cheching including payroll burden 


1 ‘yxhibir “DL.” H clos overc found by check 
Reference is made to Exhibit “L,” Part 1, which shows Analysis disclosed thet overcharge errors eching were es 


follows 


an actual example of the establishment of manpower on 


Percent of Errors Found _ 


the basis of volume of units. It was determined from actual iecoianis' Chesil Nuaber  _Valee 


testing, manpower logs, and experience that the units es- On invoices over $100 26% 12 
blished | * On invoices under $10( 74 30 
tablished were reasonable for the systems and procedures — = sos 
. : otel 10¢ ( , 200 
in effect. For example, it was learned that one employee 
ld 1 . Qg . { ] : ‘ae? Se a * Invoices under $100 represent 74% of cotel snvorces. Costly effort hes, 
could eo, wwe ame - re bills eae the counter in therefore, been expended on invoices of lerge volume but smell! velue end 
one month. Since an analysis indicated only 2,560 counter 1) errors. The cheching end precessiag of these iaveices requires prec- 
] : y es much tim the lerge voices over $100 an velw It st 
calls monthly tor payment of bills, the manpower recom ally as auch tise os the lerge invoices over on volue. It ts ests 
. ‘ mated thet 2 employees could be eliminated or sbout $8,000 yearly seved by 


mended was 28.6 per cent of one employee's available time. resorting to the test-checking processes recommended, for invoices under 


contanuang to check invoices in deteil over $100 


Other factors such as supervision, non-measured functions, $100 value ong otit! 


and relief were added in order to obtain total clerical man- 


power. The first district shown in Exhibit “L.” Part 1. aa er - 
ae : Exhibit “K,” Part 2 
would require 4.6 employees, or 5, as was actually estab- 


lished. Manpower standards for typing, stenographic, and 
Standards should be checked continually and adjusted to activities are shown in Exhibic “LL.” Part 2, below. Before 
meet the development ot improved systems and procedures, establishing the basic monthly units for applying standards 


and to bring manpower into line with the volume of work. as developed in Exhibit “L,” Part 1 for these activities, it 


Exhibit “L.” Part | Exhibit “L,” Part 2 


DISTRICT OFFICES PERFORMANCE STANDARDS 
MANPOWER ASSIGNMENT BASED ON STANDARDS OF PERFORMANCE STENOGRAPHER-TYPIST ang FILE CLERK 


Total Hours Paid For: (Daily) é 480 
Total Hours Allowance: (Daily) 60 
+ - Total Met Productive Hours: (Oa:ly) ? #20 


| wowtmcy | Otstaict s | pustaict 2 | prsteicr 3 ] DISTRICT 4 Sours Siestes 


| FACTOR PER) wie Pawrowe a! 
FUNCT I OM | MANPOWER |wonn® s | 
re ——— —— 


EAD Curae | LIMES 
Sunervision . | ° ° 
Assistance to District Manager ol ° ° e - 30 Lines Per Letter: Dictates and Transcribed 

30 Lines Per Letter: Straight Copy 

ae , LETTERS 


Daily Summary of Collectsons 


Petty Cash | . ° ° a + Production (Met Production Time) - in Sewer (7) Hours, or $20 Minutes 
Pay Station Accounts . ell | ° ° “ Dictated and Transcribed Letters (30 !ines each) 10-1/2 letters, or Strargnt Copy work 
Collection Agency ass gnments | . . ° * (30 lines each) 2) letters 


Journal Entry Recap 7| TIME STUDY ANALYSIS 


Fifteen (15) Minutes Average Dictation Time for 30-Line Letter 
Twenty-Five (25) Minutes Average Transcription Time for 30-Line Letter 
Twenty (20) Minutes Average Copy Time for 30-Line Letter 
COUNTER SERVICE AVERAGE DAILY TIME 
Calls at Counter | | 
Payments | ° ° . ° . “ ° : ° Production Time: Sewen (7) v8, of 420 Minutes 
Other 0 ° . . ° . nutes Per Dictated Letter 0 10-1/2 = 30-Line Letters in Sewen (7) Hours 
Balancing Accounts mutes Per Copied Letter (20) 2) = 30-Line Letters in Sewen (7) Hours 


Preliminary Surveys 


Payments 
Other District Payments 
Accounts to Suspense 
Collection 
Telephone 


Typing time fo transcribe a f page or equivalent 

machine cylinder r records +s figured at 20 nutes 

average cy nger contains approm: mately 

number of cylinaers compieted per day should to 

in genera stfenographers spend 652 of productive time on 

ard franscription and } on typing from copy or manuscript, resulting 
in @ combined é > on of 13 full pages per day 


ACCOUNTS RECEIVABLE 

FILING 

METER RECORDS 
Application for Service 
Closing Sills 


Fifty (50) Units of Mail Per Hour using @ numerical file systee is the average and 
ncludes Genera! File upkeeo. 

One hundred fifty (150) Units of Mai! Per Hour, filing siprabetically, is the average 
and includes General File upkeep. 


TYPING. FILING, MAIL PROCESSING These production standards are based on the results of numerous surveys of stenographic work 
Typing . : aa and represent actual production of stenographers having average ability. 
Filing J ° ‘ ‘ 1S. 
Mei! Processing : : : . : CODE ARRANGEMENT: 


Have steno or typist place initials on copy. 
| Use °T* for transcribing from longnarc material or typed copy. 
TOTAL CLERICAL (85% of Use “D" for dictated letters. 
Tote! Funct ons) Use "VW" for vorcewriting machine 
Make notation on working paper describing material typed if not practical to eake 
Won-Measured Functions . 3. . . COBy Such a9 contracts, complicated statements, and lege! documents. 
Relief : 5.3 a . Show typing teme on each letter or typed material. 
~ 


GRAMD TOTAL CLERICAL 
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Proposed Accounting Organization 


as = “ 
VICE-PRESIDENT and | 
GENERAL MANAGER 

eee ee i meng ceinieneaiinillianiny 


ACCOUNTING DEPARTMENT | 


MANAGER 


METHODS AND nina aaa 
PROCEDURES ANALYST 1 LING AUDITO! ' 


| 
| 
| 
| 
| 


CHIEF CLERK 


—_—_______, 


GENERAL ACCOUNTING SECTION ACCOUNTS RECEIVABLE SECTION PAYROLL SECTION OFFICE SERWICES SECTION 
$$ - - ee rr | 
Head Accountant ‘ | Head Clerk i Head Clerk i Head Clerk ‘ 
| Operating Ledger Clerk a ce ! le 1 
| o ing age er | Accounts Receivable Clerks 2 Payroll Clerk MAIL AND REPRODUCTI 
| Accounts Payable Clerk i | Billing Clerk i 

- | Junior Clerk ' 

Property and Equipment Clerk ' 

BS | Receptionist ' 
|General Clerk ' | 
jUtility Clerk ' | TYPING AWD FILES 
| | Typist-Clerks 2 

| | 

} | PBX OKDERS 
| | | Head PBX Order Clers ' 
j PBX Order Clerks 


ps bet ounting Department Manager 


} and District Managers, Head Clerks. Plant Clerks, and 


so forth, on accounting and cleric t 4. To provide uniform records, reports, statistics, . 
' P on accounting and clerical activities . and eisce ane sae a arly or see stis os e Manager, A unting Department, presents pare 
will be r the purpose of accomplishing the following required, with « pa pithiak dankions nominees with oved lificat s Line Management 
. » and nt ma ped a ae ] from »s for positions in 
! arry out the Company's policies, procedures, \ tion, and wit e applicat f manpower per for- = t , { . ; Pla t 5 
nce n nd the Vistric > nt ‘ position 
and requirements applicable to accounting records, mance standards; a ' s a ; 3 
P ‘ where primary funct n 9 
nancial analyses, recasting, and related . 
5. To train adequately the Company's subordinate 
matters; | 
accounting personn nder plans established py 


the Manager 


ng Department 


TOTAL ORGANIZATION 
29 


Exhibit “M.° Type of organization 


was first necessary to analyze written copy work and files 1. Caretul study of correspondence before dictating 


in order to reduce the work to essential requirements. The letters. 

following is a check list which will apply to the analysis b. Training those dictating in better dictating habits 

of correspondence: and procedures, and in writing better letters with 
1. Use of longhand memoranda to greatest extent pos fewer words. 

sible in inter-company correspondence, particularly in the 6. Use ot verbal instructions or notes where possible when 

cases where many copies are not needed and letters are not a letter record is not required. 

lengthy. 7. Use of the trace slip instead of writing tracer letters 
2. Use of “send to” tags attached to original letter or on intra-company matters. 

notations on original copy of letter. : 
3. Use of form letters to avoid repetitive writing of the Preparing a manual 

same information. The preparation of an office manual, if not already in 


4. Elimination of needless words and phrases in letters. | existence, should be encouraged. Written procedures are 


5. Elimination of retyping of letters by improved necessary for standardization, for detining policies and activ- 


dictation. ities, for training employees, and for focusing attention on 


26 
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The survey of the accounting organization, pursuant to your 
request, was ccompleted > This report sets forth the proposed 
changes in organization, manpower, methods, and procedures which were dis 

eo e608 Ge _ and other members of your organization, and 


eaceed upon in principle, at vari@us meetings in 


OBJECTIVE 
The objective was to present recommendations leading to 
changes in the organization structure, in the utilization of manpo 


improvements in methods and procedures, and generally to eftect ec 
SCOPE 
at the office 


KECOMMENDAT EONS 


The finding 


¢ @rganiratior 


SUMMARY OF MANPOWER 


vand Treasurer becretary and Treasurer 

nq dwpervisor Office Manager 

Clere ~ Uffice Examiner Special Clerh (Auditing ~ Methads - 
Manuals) 

|Weac Clerm (iti tity ~ Relief - 

Vacations 

FimAmCi AL ACCOUNTING Fimamc ial ACCOUNTING SECTI On 

Weac Clerk ler i 

senior Clera (Flant and Equi omert) , © Plant and Law: owent) i 


Serror Clerk (accounting) ' ‘ tor Clere (account ing) 
Servor Clerk (Payroll tor Clerk (Payrolls ang 
Genera! Clerk (Accounts Payable Accounts Payable 
General Clerk (Peyro!! and Gereral Clerk (Payr s ane 
Steno-Tyorst Accounts Payable 
General Clere (Accounts Payable 
and Steno-Typrst 


PRODUCTION ACCOUMTIAG |) PRODUC TIOM ACCOUNT IMG SECTIO 


fWeac Clers Head Clerk 

Senior Clerk (Yiela) i | Senicr Clere (Yiele 
Senior Clere (Utilities | Senior Clers (ut tres 
General Clerk General Clerk (General) 


TRAFFIC ACCOUNTING TRAFFIC ACCOUNTING SECTION 
Head Clerk Wead Clere 


General Clers (Traff U General Clerk (Traf? 


SERVICE GROUP TOFFICE SERVICES SECTION 
General Clerk (Payroll and oe 
Steno-Typist 
Genera! Clerk (Accounts Payable 
and Steno-Typist) 
General Clerk (Steno-Tyoist 
Files 
General Clerk (PB ' Genera! Clere (P81 anc Typing 
Clerk (ie ~ Messenger durror Clerk (Ma)! ~ Messer ger 


ERI CAL 
Clerm (Refinery 


Frele Clere 


TOTAL ORGAMI ZATION TOTAL ORGamiZaT! Om 


Summary letter, Exhibit “O". Part 1 


improvements in methods. Likewise, good job descriptions 


similar in purpose to that shown in Exhibit “C”, (Septem- 
ber issue), are essential to establish proper allocation of tunc 
tions to ensure that employees are thoroughly familiar with 
their own responsibilities, tor training purposes, and as the 
basis of equitable wage and salary administration. 

The survey group analysts do not usually undertake the 
preparation of manuals or job descriptions. More commonly, 
a position within the proposed organization is assigned re 
sponsibility for performing these activities on a continuing 


basis. 


Preparing organization chart 

During the course of the survey the analysts should be 
considering the type of organizational arrangement best 
suited to conduct the office functions within the structure 
of the organization as a whole. 

The manpower and the position classifications necessary 
to pertorm the essential work, after acceptance of the recom- 
mendations made by the survey group, should appear on 
the proposed organization chart, The chart becomes a part 
of the final report to be submitted. The manpower neces 
sary to perform the work may be established on the basis 
of the manpower standards shown in Exhibit “L”, Part I. 
page 25, and will include certain supervisory and_ staff 
positions not subject to direct work performance standards. 
Judgment and experience are required to determine the 
position classifications that coincide with the functions to 
be performed. 


A simple type of organization plan is shown in Exhibit 
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Summary of Manpower, Exhibit “O", Part 2 


Summary of Recommendations, Exhibit “O", Part 3 


SUMMARY OF RECOMMENDAT/ ONS 


WOANITZATION AND GENERAL 


hange the tat th sition « ng Supervisor to Office 


Vanage l pr duties fe th osition hes been submitted 


el Clerk to perform auditing, te prepere end 


ial 
) @SSist an methods end procedures reviews 
* 


s andiceted by the last of duties submitted 


f Relief Clerk-Office Examiner. Transfer duties 


position of Head Clerk to perform utility, relief, end other 


indicated by the last of duties submitted 


Fliaminete 2 positions of Generel Clerk The adoption of recommendations 
presented herein precludes the need for these positions as presently 


established 


Transfer the position of Generel Clerk (Refinery) to the orgenitetion of 
the Refinery Maneger 


FINANCIAL ACCOUNTING 


Ditto headings and account nemes wherever possible on reguler cross 
entry vouchers GO- 3-Gen. 


Drop cents in compiling figures for cost book stetements. This ©:!] 
simplify preperetion without effecting unit cost figures. 


Preprint by ditto process repetitive informetion on form “Request for 
Voucher.” 


Discontinue ruling off monthly belance on Storehouse Stock Record GO-9%6, 
Skip «@ line betecen months. 


Discontinue formalized anter-office letters; use longhand G-144's 
instead. 


Transfer manuel and procedure writing functions from the Heed Clerk, 
Finenciel Accounting Section to the Speciel Clerk. 


(end so forth on through to #).164) 
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“M”", which depicts a line and staft organization. It shows 
the position of Manager, Accounting Department, and his 
Home Office organization, In this example, the accounting 
and clerical positions in field offices report directly to dis- 
trict managers at each point. The Manager, Accounting De- 
partment, provides functional guidance as indicated in the 
dotted line boxes at the bottom of the chart. It is well to 
delineate these functions as it provides for a better under- 
standing between the Manager, Accounting Department, 
and the district managers as to their respective duties and 
limits of responsibility and authority. 


Agree on recommendations 


One of the most important phases of survey work is the 
“selling” of recommendations to the principals concerned. 
A great deal depends upon the analyst's conduct during the 
survey, his approach, and the degree of thoroughness with 
which he has gone about his work. All of these things are 
apparent to those who will have a say in the acceptance of 
recommendations as the survey progresses. 
The following points are essential in developing agree 
ment on recommendations: 
1. Prepare firm analyses to support the recommendation. 
These should be clearly formulated and neatly presented. A 
list of these selling mediums follows: 
a. Flow chart with explanation. See Exhibit “K”, 
Part 1, (November issue). 

b. Analysis of procedure supported with facts. 

c. Old and new forms, with a detailed briet of the 
proposed procedure. 
See Exhibit “J”, Parts 1 and 2, (November issue). 

d. Visits to equipment houses with those concerned 

to see machines in operation. Review “Study 
Mechanical Versus Manual Operation.” 

e. Manpower performance standards to support recom 
mended manpower for the proposed system, Sce 
Exhibit “L”, Parts 1 and 2, (page 25). 

tf. Colored charts or bar charts to support and high 

light special points. These can be enlarged for 
committee presentation, 

g. List of duties in complete detail in order to make 
certain that all small functions are covered. This ts 
an added safeguard to avoid someone's prejudicing 
the whole recommendation by mentioning the 

omission of some small detail. This practice is im 
pressive and aids selling. 

Discuss proposed recommendations during the course 
ot the survey with those concerned, since they are the ones 
who have to live with them. It has been found advantage- 
ous to conduct meetings at which recommendations can be 
presented formally to obtain final approval of the top prin- 
cipals concerned, 

3. Agree to conduct a test installation if necessary. 
+. Compromise on particular points of procedure, but be 

firm on fundamentals. It is difficult to get 100 per cent 

acceptance, 

5. Show what other companies do, if they follow proce- 
lures recommended that have definitely been successful. 


6, Prepare a sound organization plan. See Exhibit “M” 


Prepare methods instructions 


The installation of new svstems and methods can take 


(The conclusion of this series 


will appear in the January issue) 


place while the survey is in progress, provided agreement 
on the recommendations has been reached with all those 
affected. The supervisor of the unit and his assistants will 
thus have the benefit of the survey analysts’ advice and coun- 
sel during installation. Because of weaknesses and personnel 
situations within the organization, one of the survey an- 
alysts may be asked to stay on after completion of the final 
report to assist members of the organization in implement- 
ing recommendations. 

It is important to make manpower reductions simultane- 
ously with installation of new systems and procedures. 
Otherwise effectiveness of the new system is lost, as the 
remaining workload is spread among the existing employees, 
and reductions in force become more difficult at a later time. 

When complicated machine systems are to be installed, it 
is well to schedule the work and install only one phase ot 
the work at a time to be certain that it is working smoothly 
and as anticipated by the recommendation. 


Submit final report 


The following outlines a style of final report that has been 
developed after years of experiment, and found to be highly 
satisfactory and particularly suited to the type of survey 


covered in this presentation: 


1, Summary letter, that describes: 
a. Survey objectives; 
b, Scope of survey; 
c. Principal findings; 
d. Recommendations—briet outline of major items; 
e. Manpower—and perhaps mention oj stollar savings; 
f. Acknowledgement of the assistance and co-opera 
tion of department or company personnel, 
2. Organization chart—proposed; sometimes the present 
organization chart is also included for comparison. 
3. Summary of manpower. 


4. Summary of recommendations. 


An example of a type of summary letter is shown in Ex 
hibit “O”, Part 1, page 27. 

A typical organization chart is shown in Exhibit “M”, 
page 26. Examples of a summary of manpower and a sum 
mary of recommendations are depicted in Exhibit “O”, Parts 
2 and 3, on page 27. It will be noted that the changes 
in manpower shown on the summary of manpower have 
reference numbers keyed to the summary of recommenda 
tions to provide an explanation of the proposed changes. 

The summary of manpower serves to reconcile the num- 
ber and classifications of positions surveyed and the man- 
power recommended to perform the work. 

It will be observed that the summary of recommendations 
does not go into great detail, but merely explains as briefly 
as possible the original recommendation submitted during 
the course of the survey. This assumes that recommenda 
tions have been accepted by the principals concerned and 
that all exhibit material, working papers, and detailed 
recommendations described in “Agree on recommendations,” 
(on this page) have been lett behind with the organization 
surveyed. 

The final report, neatly packaged, indicates a workman- 
like job and provides a formal record to all concerned, 
serves as a basis for following up to see that recommenda- 
tions are properly and promptly installed, and provides a 


historical document for future review. 
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wrong way 


Records thrown on shelves are 
hard te find, collect dust and 
take up 50% more room. 


FOLLOW 
BLOCKS 
90 ¢ ADDITIONAL 

Made for any size file 


right way transfer to pronto 


Records in Prontos can be located Save money, transfer into low cost Prontos 


in a jiffy... stay neat and orderly and use your expensive cabinets over again. 
Doubles your filing space. 


SANITARY BASES 
for all size files $300 


There is a size made for every office record. These Pronto files 
are sturdily built of 275-lb. test fibre board, reinforced with 
steel! on the shell and the four corners of the drawers as well. 
They cost no more than ordinary files! Can be interlocked into 
solid units and stacked to the ceiling. Beautiful in appearance, 
finished in olive green to match your regular office files. Will 


LEGAL SIZE 


CHECK SIZE 


PRONTO FILE CORPORATION 285 Madison Ave., N. Y. 17,N. Y. 
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STORAGE FILES | 
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STEEL STORAGE CABINETS 


Will keep your office supplies and printed matter clean and orderly. As a storage 
cabinet for hand tools and other valuables, will pay for itself over and over again 
by preventing pilferage. Doors are equipped with a two-way locking device con 


trolled by a paracentric lock. Olive green or Cole gray baked enamel finish. 


TWO DOOR CABINETS 
(IMustrated) No. 349L —Two adjustable shelves. Size: 37)2high, 30!2wide, 17“deep. $45.00 
No. 471 — Two welded shelves. Size: 37!2"high, 24wide, 17'"deep $34.50 


COUNTER HEIGHT CABINET 
No. 400 —Three adjustable shelves. Size: 40high, 14%swide, 26% deep. $42.50 


DESK HEIGHT CABINET 
No. 200 —Two adjustable shelves. Size: 30!2"high, 14% wide, 24"deep. $24.00 


No 3491 
EXTRA SHELVES for any of the above $4.95 additional 


Above cabinets available in Grained Walnut, Mahogany or Knotty Pine Finish $12.50 add'l. a ee yee ee ea eee 


instead of key lock. No. 349Y $54.95 


STEEL STORAGE CABINETS 


Will pay for themselves many times 
over as valuable money savers in 
locating and safeguarding impor- 
tant matter. For cancelled checks, 
drafts, catalogues, hardware, office 
forms, printed matter, artwork, cuts, 
photographs, tools, etc. Olive green 
or Cole gray baked enamel finish. 
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No. 2414 


aah: 


Inside Drawer Outside Cabinet 

de Higt De Wide High Deep Price 
2712 27 drawers Letter Size 9 312 3058 37'2 13'2 $39.95 
2716 27 drawers Legal size 9 3’ 3058 3712 17 49.95 
2414 14 drawers Cancelled Check 10'4 412 23'2 «4372 «225 69.95 
2773 27 drawers Tabulating Card 78 338 2658 372 25 79.95 


LOCK which will lo all drawers of any of above cabinets $10.00 additiona 


No. Consists of Size Wi 


Cabinets listed above are available in Grained Walnut, Mahogany or Knotty Pine Finish at $12.50 additional 


285 Madison ‘Avenue, 
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Built for a life-time! 


Will keep your office supplies and printed matter clean and orderly. As a 
storage cabinet for hand tools, or valuables, will pay for itself by preventing 
pilferage. Used in many factories to minimize the loss of raw materials such 
as silk, rayon or leather. Doors are equipped with a two-way locking device 
controlled by a paracentric lock. Five adjustable compartments. Size 76" 
— high, 36’ wide, 18'2'‘ deep. Olive green or Cole gray baked enamel. 


Extra shelves for above $5.95 additional $5995 
No. 7600 


on =) WARDROBE y 
1 | =i) | Combination WARDROBE 
and STORAGE CABINET 

76" h., 36" w., 1812" d 


No. 7600C 


$7450 


With hat shelf plus 
rod for coat hangers 
| 
‘ 
{ 
| 


| | 76% h., 36" w., 182" d. 
§| No. 7600R 


$5995 


The ““MODERN” File 


ee 
. ae 
ith the SECRET vault/ or 
Just right for the small office. A filing cabinet, a storage ti 
cabinet and a concealed secret vault all in one. The latest S% Ney 
design in office cabinets. Contains four ball-bearing letter hy | 
files plus three adjustable storage compartments under , ¥ 
lock and key. Only YOU know the combination of the aes 
secret vault protected by a 4” Dial Lock. Will pay for itself ye 
by preventing petty pilferage. Heavy gauge steel, 51'2"’ a 
nets 


high, 30'2"' wide, 17°‘ deep. Olive green or Cole gray. 


No.990 LETTER SIZE : $7750 


ie 


Nat, 
No. 1090 LEGAL SIZE $2" high, 33'2"' wide, 17” deep — ye 
With legal size instead of letter size drawers $82.50 *, ‘4 
No. 991 — Similar to above No. 990 
but with two double index drawers 
added, replacing the top letter file a 


drawer. Index drawers are designed 
for 3x5 or 4x6 cards (6400 capacity). 


Can also be used for cancelled checks. 


$72.50 = x” ee 


CC ie # 
* - 4 ¢ 
All the above cabinets are available with plunger | tikes * 4 d 
type locks that automatically lock all drawers ia | ee oe 
—— . 
$8.50 additional. — : : 
— , ; 
jl 


The above “Modern” files are available in Grained Walnut, Mahogany or Knotty Pine finish $12.50 additional 


STEEL EQUIPMENT oe oe 
285 Madison Ay nue 
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COLE’S Quality Files 
at New Low Prices 


Sturdy, heavy gauge steel filing cabinets for every filing need. Drawers 
glide smoothly on all four ball-bearing rollers. Spring compressors 
guarantee extra protection for records. Guide rods at no extra cost 
for eyeleted guide operation. Can also be used with hanging folders. 


Olive green or Cole gray baked enamel finish. 


The “PERSONAL” File —> 


A handy two drawer steel desk companion. Will 
keep your letter size records convenient and orderly. 
30'2"' high, 1434’ wide, 24‘ deep. 


No. 1202 $2 795 


With key lock that locks both drawers, No. 12021 


No. 1502 LEGAL SIZE same as above bi 


size drawer 3( high, 1734" wide, 24" deep 


With key lock that locks both drawers, No. 15021 


No. 1202 


4 No. 1221 Consists of one letter size ‘ ® No. 1204 
drawer and two double drawers for i E 
3x5 or 4x6 cards (6400 capacity 
removing the drawer dividers they can 


also be used for cance 
Plus a sliding writing shelf 


1434" wide, 24" deep eos The “STANDARD” File 
$4950 Used by thousands of discriminating offices. Four ball-bearing 


letter size drawers. Size, 52'4"' high, 14°s"' wide, 2658"' deep 
With plunger-type lock that automat 


cally locks all drawer 
No. 12211 $51.00 No. 1204 $3995 FOB. YORK, PA. 


With plunger-type lock that automatically locks all drawers, No. 1204L $48.95 


No. 1504 LEGAL SIZE 5214” high, 1734" wide, 26%” deep $49.95 
With plunger-type lock that automatically locks all drawers, No. 15041 $58.95 


No. 1223 — Contains three letter size 
file drawers and two double drawer 
for 3x card apa 
Card drawers can also be used for 
cancelled chéck 52'3"" high, 14%. 
wide, 265s” deep 

° 


: sami , «FILING STOOL 
5750 Makes filing easy, ends fatigue. Smooth 


With plunger-type lock that automati- rolling castors, steel legs. Green, gray 
cally locks all drawers, or red fabricoid top. 


No. 12231 $67.50 No. 750 $8.75 


(COLE teh EQUIPMENT COMPANY 
r ! 1 285 acme Avenue, —- New York 17, New York 
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Contract cleaning service shows— 
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There’s more to it than mopping! 


THAT LAST exponent of rugged individualism—the char- 


woman who cleans the office—is giving way before the age 


a] 
of specialization in many of New York’s leading office 
buildings today. These buildings are taken over nightly, 


the last office workers have cleared their desks and 


gone home, by a corps of uniformed specialists who, work- 


atter 


ing with military precision, empty wastebaskets, clean and 
dust desks and furniture, vacuum rugs, remove any spots 
from painted walls, wash and buff the floors, and clean all 
glass suriaces. 

The average office executive may think of this as a simple 
job, or series of jobs, but the Handi-Man Company, which 
sends thes specialized crews in on contract to buildings or 
individual offices, has :built a $4,000,000 annual business on 
the regular nightly cleaning of large offices by trained crews, 
It numbers among its satisfied clients such structures as the 
Hudson Terminal Buildings, the Crowell-Collier Building, 
the Cotton Exchange, more than 100 branches of the Manu- 
facturers Trust Company, and Lever House. 
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OFFICE MANAGEMENT 


Why? What basic advantages are there for building or 
ofce management in having the work done on a contract 
basis rather than employing a regular crew of its own? 

Two, according to Handi-Man: The workmanship 1s 
better if highl 


y trained crews are used, making the office 
a cleaner and more pleasant place to work; it is cheaper to 
hire a contractor who specializes in cleaning to do the work 
than to attempt to do it with a regular building crew. 
There are so many different types of material in use in 
the furniture, the floors, the walls, of anv office today, that 
a specialist is required to clean them efficiently and sately, 
the company maintains. Handi-Man has qualified people 
who can identify the various materials and finishes used 
throughout today’s offices, and Jay down specific instructions 
for the crews to follow as to just what cleaning agents and 
compounds are to be used on this type of desk, or that type 
of wall, on the floor in the far corridors, on the rug in the 
president's office. These instructions, followed regularly by 


the crew, keep maintenance problems to a minimum, while 
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Nightly routine in the board room of Crowell-Collier 


Forelady Mary Berezinsky, of the Crowell-Collier Building 
“crew”, takes time out to check a subordinate’s work 


' : ’ 
Insuring that t re Offices stay spot essly clean. 


By the same token, since Handi-Man, or any other large 


cleaning contractor, specializes in cleaning offices and large 
public buildings only, it can afford to stock specialized clean 
ing and maintenance machinery which it would be unecon 
omical tor the manager In any except the largest office 
building to buy for his building’s use. This machinery for 
Handi-Man, on the other hand, snice it is rotated throug) 
the various offices contracting for services, and therefore 

in fairly constant use, 1s the only economical wavy 

some particular jobs. 

Thus, in one large office building in Manhattan annua! 
cleaning costs (which, surprisingly, are an ofhce building's 
largest single maintenance expense, taking 40 cents of every 
maintenance dollar), amounted to $82,000 when the build 


Handi-Man's 


charge for doing the same building is $55,200 annually. 


ing management used its own cleaning staff. 


Betore a price is even quoted for doing a particular office 
or building, the company sends its Operations Directo: 
through the area to survey and analyze the whole cleaning 


problem. Space to be cleaned is covered, the materials used 
in the office are classified, layout and fixtures are recorded. 


Then, plans are drawn so that al] the specific types o1 
work—and the frequency of occurrence for jobs not don: 
nightly—necessary to keep that particular office in top con 


dition are covered. Only then is an estimate viven on the 
contract price. Nor will the company accept a manager's 


suggestion that any step it feels necessary for a good job 
be eliminated to lower the price. 


Equally painstaking is the research involved in deciding 


just what agents are to be used for particular jobs. Thus, 
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The cleaning of offices has become 
a big business .. . organized on lines 
of military precision, The benefits 
to office or building executives in- 
clude economy. a better and more 
thorough job of cleaning, a full 
crew for duty at all times, Organi- 
cation pays “office 
housekeeping” just as it does in any 
other office operation. 


benefits in 


while the company has narrowed down its selection of waxes 
to five out of the various types on the market, each of those 
five has a specific use for a particular office cleaning problem. 
A carnauba wax is used on the softer types of floor, for in- 
stance—rubber tiles, or linoleum—to give a hard finish. A 
wax with resin content is used on asphalt floors or any 
other floors where there is a particular slip hazard. Turpo- 
wax is used on unvarnished wood floors. 
simonized. 


Desk tops are 


The cleaning crews who do the work are organized on 
almost military lines. Each building on the Handi-Man 
schedule has a regular crew, each otf 


nightly duties. 


whom has regular 
This crew is directed by a forelady or 
foreman, and each of the crews in a particular part of the 
city is responsible generally to a district supervisor who 
checks periodically through the night on the buildings in 
his area. 

The district supervisors too are responsible for making 
sure that every building has a full quota of cleaning per- 
sonnel each night. Before the evening's work begins, they 
check the central office, to learn if anyone has reported sick, 
and, if he has, they assign a worker from the “district 
reserve” to take his place in the affected building that night. 

Typical of the thoroughness and ethciency of the service 
is the Crowell-Collier Building in New York, which 1s 
h night by a crew of seventeen 


Fr 7 2 . } 
cleaned eac 13 women and 


+ men under a forelady. Each night every desk in the 
building is dusted, all baseboards are washed and bufted, 
all carpeted arcas vacuumed, all spots on the painted walls 
washed clean, all glass table or desk tops washed. 

These are the routine nightly services. In addition, ever) 

main corridor is washed and waxed several times a week, 
all walls and woodwork washed once a week, all venetian 
blinds dusted once a week, all floors in the building washed 
and waxed once a month, all desks and furniture polished 
every three months—on the schedule. 
' But extra services can be given by Handi-Man too, on 
request. If upholstered furniture or rugs require cleaning, 
the regular crew on the premises have been trained to sham 
poo them. The company is ready to do practically any 
thing, except re-finish furniture, or paint. 

And to do it well. With its 


under foremen and supervisors, with its detailed plans ot 


1,200 workers, organized 


procedure, and its reserve labor pool, Handi-Man is proving 
nightly that specialization and good organization pay off 
in office housekeeping just as much as they do in any other 
office operation. 
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... While thorough cleaning of recesses is routine. and metal 
gates, even if never seen by day. are not neglected 
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THE PLEA FOR more and better typists rises daily in 
every business community in the United States. Cost ot 
operating a single typewriter station for the sole purpose 
ot putting words, facts, specification data, or just plain, 
everyday correspondence on paper, has mounted to alarm 
ing proportions of $3,000 or more annually. But a combi 
nation of electricity and pedagogy is helping to provide a 
solution to one of the most perplexing problems of govern 
ment and management today. 

Since many offices have convinced themselves that the 
iverage office typist will turn out more and_ better typing 
in a day with an electric typewriter than with a manual 
machine, a number of business offices across the nation are 
converting their typing stations from manual to electric. 
Common problems such as circuit overloading, short cir 
cuits, and others can be eliminated if proper precautions 


| 
are taken by the office manager at the time of conversion. 

Proper installation of electric typewriters has a lot to do 
with smooth operation both immediately and in the future. 
First step in installing two or more machines should be to 
consult the building custodian or electrician who has access 
to architect’s plans and electricians’ wiring diagrams which 
will reveal necessary circuit information. 

Since the most common trouble is found to be overload 
ing of electrical circuits, the foregoing precaution is a must. 
The fact that there are, say five electrical outlets in a typing 
room, does not necessarily mean there are five circuits. Gen- 
erally speaking, not more than ten electric typewriters should 
be connected to any one electrical circuit. In some cases all! 
five wall outlets may be on the same circuit; thus ten type 
writers—or even three typewriters—connected to each outlet 
would constitute an overload and cause fuses to blow. 

When possible, the representative of the typewriter manu- 
facturer should be introduced to the electrician who wil! 
do the wiring. Together, they make a team that can elimi 
nate virtually every problem the office manager might other 
wise create by proceeding without them. This team of 
specialists will decide upon the type of wiring—either tem 
porary “drop” cords or permanent—which will be needed. 
Ordinary extension cords sometimes are not adequate to 
carry the electrical load for a row of electrical machines. 

The usual electrical cricuit is a 15 ampere line, carrying 
1,500 watts. The usual electric typewriter draws 100 watts 
of power while operating, thus 10 machines will use approx 
imately 1,000 watts while all are in operation, A maximum 
hines per circuit will allow an extra 500 watts for 


ot 10) mac 
additional energy required to start the typewriter motors 


and permit a margin of safety while all machines are oper 


he average electrical circuit is equipped with a 15 am 


pere tuse and the amperage of this fuse must not be in 
creased to allow the number of typewriters per circuit to 


be increased, Higher amperage fuses can become a fire 


hazard. 
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If vou follow these precautions— 


You won't blow a fuse 


Once the electrical outlet problem is solved the next step 
is to bring this electricity to the desks which will hold the 
machines. The usual arrangement of ofhce typing stations 
is to have desks side-by-side, with typists all facing one way. 
It has been found by ofhce managers who have already set 

p ele | t I back-to-back desk g 
up electric typing Stations that a back-to-bac desk arrange 


} 


ment may be more efficient. Advantages in this type ot 


desk positioning are: 1) simplified and more economical 
wiring, 2) extension and machine cords are hidden, and, 
3) possibility of persons tripping over wiring are greatly 
reduced. 

If the above method is practicable there is another tech 
nique many offices have found contributes to a trouble-frec 


electrined typing room. Wiring from baseboard or wall 


outlets probably will run along the floor and be enclosed 
When it 


reaches the desks, office managers have tound it better to 


in one of several types of metal conduit housing. 


run the wiring along the top ot the “butting” desks. The 
is that the 
typewriter plug cannot be kicked by typists or damaged in 


advantage gained in this type of desk wiring 


the event desks are moved. Also, constant rubbing of typ 
ist's feet against plugs inserted in floor sockets can cause 
short circuits. In addition, madvertently disconnected ma 
chines can cause electric typewriter mis-operation. 

\nother step an office manager should take is to eliminate 
problems with the machines themselves. Again, he should 
contact the manufacturer’s representative and ask that he 
demonstrate the machine for typists prior to the formal oper- 
ation of the electrical system, Familiarity with working 
tools has always preserved them from misuse and electric 
typewriters are no exception, 

There are a few more hints which will help the neophyte. 
\n electric typewriter draws about twice as much electricity 
when its motor is starting as it does during normal typing. 
It every machine in the office is turned on simultaneously 
it is possible to overload a circuit which is perfectly capable 
of turnishing all power needed to operate the number of 
machines on “the line.” A 


slaggei 


method of having 
typists in one room—a stenographers’ pool for instance 
switch on their machines in sequence can eliminate this 
hazard. 

It is good practice to establish routines for checking to 
see that machines are turned off at the end of each day and 
also when not in use. Some responsible person should dis- 
connect the master plugs in the wall outlets at night as an 
additional safeguard, This is important at night, but equally 
important is the job of connecting the master plugs in the 
morning before any typist turns on her machine. 

Once the wiring is completed for an electrical typewriter 
installation it can be substituted readily for adding ma 
chines, printing calculators and other similar machines. 
These machines will not overload the circuit if they are 
allowed as much current as a typewriter needs. They actu- 


(To page 38) 
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SILK SPUN CARBON PAPER 
Created to deliver superb 
performance; dedicated to 
real office efficiency; revo- 
lutionary in concept and 
pertormance. 


MIRACLE NYLON RIBBON 
Fabulous wear and a razor 
sharp write make F-100 
and F-100-B your best rib- 
bon buys for performance 
and economy. 1 ry one to- 
day—free. 


TACKLESS PENCIL CARBON 
paper excels four ways: 
1. No stickiness. 2. More 
sharp, clean impressions. 
4. No curling or slipping. 
i. Deep-down manifold 
ability without smudging. 
Get M & V Tackless for 
sparkling performance. 


M & V products are made to exacting specifications for premium 


performance and lasting service. That's why we recommend these star 

performers for every typing job without hesitation to the most cost- 
; conscious office manager! The most critical typist will be utterly 

pleased. And you will be proud indeed of the outstanding results. Try 

these M & V supplies in your own office, on your own work for true 
* office economies! 


@ SEND FOR FREE SAMPLES! 


PARK RIDGE 
NEW JERSEY 


MITTAG & VOLGER, INC. 


RUSH SAMPLES IMMEDIATELY! | use a Regular Cj 
Noiseless [_] Electric [_] typewriter and usually moke copies. 
NAME 
ADDRESS 
cITY . ee ——— ZONE = 


There are typewriters in our office. 
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ally draw less electrical current than typewriters (which, 
in New York City, cost less than one cent tor ten hours of 
operation.) In the case of adding machines, however, it 
may be necessary to use a “static” eliminator if they are 
used simultaneously on the same “line” as dictating and 
electrical transcription equipment. 

Experience proves an additional step to be wise for office 
managers to tollow at the time of purchasing electric type- 
writers. Most manutacturers provide an annual preventive 
maintenance, or three-year mechanical service agreement at 
low cost to the purchaser. These contracts are inexpensive 
in relation to value received. Purchaser is assured carefully 
scheduled cleaning and adjustments and offered extra- 
prompt attention when an electric typewriter does need the 


services of an expert with factory parts, special tools, and 
training. 


THE THEME SONG ot the administration right now, as 
it squares away for the crucial election year of 1954, is 
“There'll Be Some Changes Made.” 

Already, some of the members of the “new team” that 
came in last January are departing these parts, to be re 
placed by members of the “newer team,” which is supposed 
to furnish the political know-how to woo the electorate next 
vear. 

William D. Mitchell, who had been considered one of 
the up-and-coming members of the new team, has left his 
post as director of the Small Business Administration. 
While there were no indications of a basic disagreement, it 
seemed that both Mr. Mitchell and President Eisenhower 
were glad to call it quits. 

Opinion is that Secretary of Agriculture Ezra Taft Ben 
son will soon be departing the cabinet. His going will be 
amicable, but it will indicate that the administration is go 
ing all-out to appease disgruntled farm groups. 

Another Mitchell—James P.—has come into the Govern 
ment as Secretary of Labor, succeeding Martin P. Durkin, 
resigned. James P. Mitchell has had a long tenure in the 
Government, having been chief of personnel at the Pentagon 
here for some years during and after World War II. 

Don't over-emphasize the significance of these personnel 
changes, however. They merely indicate that the Federal 
government, as always, is considered a transitory haven for 
big men, as well as those down the line. The turnover in 
stenographers at the Pentagon, for instance, runs from 200 
to 300 per cent every year, no matter whether the Democrats 
or the Republicans are in office. This is a big reason why 
Washington is called “a gigantic boarding-house” by old 
residents who stay on through peace and war, this adminis- 
tration or that, come H-bombs or high water. 


ONE of the goals of the administration in the coming ses 
sion may be to raise the minimum wage from 75 cents an 


hour to $1 an hour, in the opinion of some observers close 


to the White House. This would be done in order to as- 


sure the lower-paid workers that the Republicans have not 


forgotten them, after getting 1n office. 


Ot interest from Washington 


by Larston Farrar 


Manufacturers of electric typewriters attribute much ot 
the rapidly developing interest in them to a widespread con- 
viction that typists using them can do faster and more ac 
curate work than they can with manual units. 

The makers of electric machines assert that use of their 
products makes the same volume of work possible with a 
smaller number of typists, and report that “it is not too 
high an estimate that electric typewriter typists can im- 
prove work output by at least 20 per cent.” Remington 
Rand declares that there are more than 4,500,000 typewrit 
ers in business offices, with salaries and other costs totalling 
perhaps $13.5-billion per year, and that under a system of 
total electrification, this expenditure could be reduced by 
about $2 billion a year. 

It would also help alleviate the shortage of typists, the 
company points out, 


PUBLIC spending in the U. S. by all levels of government 
—Federal, state and local—totaled more than $101-billion 
in 1952, or some $646 per person, according to a report is- 
sued here by the Bureau of the Census, U. S. Department 
of Commerce. 

Of the total, two-fifths was directly for national defense, 
and the remainder of public spending was about evenly 
divided as between the Federal government and state and 
local governments. 

While figures are not available on exactly the same basis 
for earlier years, roughly, the Federal expenditure in fiscal 
1952 was about twice as much as 10 years before, while state 
and local government spending was about triple the amount 
tor fiscal 1942, 

Department of Commerce figures show that during the 
same decade, 1942 to 1952, the dollar value of the gross 
national product also more than doubled. It was $346-billion 
in 1952, as against $162-billion in 1942. 

After national defense, the next ranking governmental 
function in terms of expenditures is education—including 
not only pubhc schools but also state colleges and univer- 
sities and Federal educational benefits to veterans. Govern- 
mental expenditures for education amounted to $9.6-billion 
in 1952. 


BUSINESS Briefs: Although Federal employment is down 
100,000 persons from June, 1952, the truth is that Federal 
outlays to pay wages and salaries were up some $322-million 
In other 
rords, Uncle S 1d $9.5-bill i xe 1 salari 

words, Uncle 5am paid out 3%.-Dillion in wages and salaries 


in the same period, due to higher salaries paid. 


to employees in the past 12 months. . . . Business inventories 
in October were at almost exactly the same levels as a year 
before, although slightly higher in some categories. . . . Six 
manufacturers of commercial blotting paper have agreed 
to stop fixing prices in a consent settlement approved by the 
Federal Trade Commission. . . . As of September 1, there 
was $8.8-billion in unemployment insurance reserves of the 
various 35,100,000 workers covered, 
which is another example of insurance against a deep de- 


states, with some 


pression of the old-fashioned kind. . . (To page 79) 
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Peter F. Drucker. management consultant. speaking at the final luncheon 


=~ Too much efficiency is self-defeating, 


AMA management conference warned 


(This 1s the concluding installment of a report on the recent: American 


Vianagement Association Office Management Conference in New York) 
s & 


\ PANEL ot three speakers who analyzed the engineering 
decision, the financial decision, and the human relations 
aspect of planning the purchase of office machines concluded 
the conference sessions on Monday, October 12. 

Joseph V. Downs, accountant, of the American Telephone 
& Telegraph Co., spoke on the engineering problems. A pre 
liminary requirement, he said, is to determine the actual 
requirements of the job to be done. It is possible that the 
existing system is sound, and that it suffers merely from 
unsatisfactory supervision or lack of training, or trom un- 
reasonable demands that have been made upon it. 

If thorough analysis of the type and volume ot work to 
be done, and of the work flow and time schedules concerned, 
shows that mechanization will improve performance, caretul 
study must be given to the wide variety of machines avail- 

At the outset, said Mr. Downs, the would-be purchaser 
be skeptical of the manufacturers’ claims as to the 
capacities of their machines. The machines may be entirely 
capable of turning out the work claimed for them, but in 
practice there are usually other factors that prevent their full 
utilization. Mr. Downs said that his company expects actual 
performance of from 50 to 60 per cent ot rated capacity from 
punched card equipment, and of about 80 per cent from other 
types of machines. 

The prospective purchaser should consider whether or not 

the machine has suffcient capacity to provide for future 
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growth, yet should avoid buying too large a machine. He 


should consider extra devices which may make the machine 
particularly suited to his needs, and he should insist on a 
demonstration. If possible, he should see the machine do his 
own job, and if that is not possible, he should at least try to 
visit similar installations, according to the speaker. 

Mr. Downs stated that his company estimates a service 
tor register-ty pe equipment and 


typewriters, ten years tor mechanical typewriters, from ten 


} 
ale 


life of eight years electrix 
to twelve years for addressing equipment, and twenty years 
for key-driven and adding machines. 

To illustrate a method of determining whether or not 
purchase of a new machine is financially sound, Charles I. 
Keelan, office methods specialist of Johns-Manville Corp. 
described his company’s approach to that problem. First, he 


said, it is necessary to determine the annual cost of the ma- 
chine by adding annual depreciation and maintenance costs, 
together with the normal rate of return expected on the com 
panys investment. The latter point 1s particularly worth 
noting since most expenditures for office machines are capi 
talized, he stressed. 

Having determined these annual costs, the machine must 
save at least an equivalent amount to justify installation. As 
an example, Mr. Keelan estimated the yearly cost of a manu 


} 


al adding machine at $60, including a 12!) per cent return 


on the investment. He estimated the average salary ef the 
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machine's users at $1.88 per hour. Dividing the $60 by $1.88 
gives a figure of 31.9 hours. Thus, if the machine saves 31.9 
hours of work per year, or 7.7 minutes per day, it pays for 
itself, 

A more difficult calculation is required to determine 
whether there is enough conflict between users of an existing 
machine to justify purchase of an additional unit. Generally 
speaking, observed Mr. Keelan, it takes considerably more 
usage to justify installing a second or third machine than it 
does to justify installing the first. In evidence of this state- 
ment, the speaker presented a series of formulas and tables. 

Summing up the matter of planning a machine purchase. 
Miss Marion A. Bills, assistant secretary of the. Aetna Life 
Insurance Co., stated that it is more important that the 
employees accept the machine than that the machine or sys 
tem itself be ideal for its job. If a poor system is enthusi- 
astically carried out, it will ultimately cost less than a perfect 
system which is resented by the employees, she declared, 
adding that employees should be allowed to test and express 
opinions on new equipment before it is purchased. 

The addition of a machine may result in displacing person- 
nel, Miss Bills added, and it is wise to face that issue frankly 
with employees, since rumors will otherwise exaggerate the 
situation. The company, she said, should establish a reputa 
tion for taking care of persons affected by such changes. 

Further economies in the technical field were discussed by 
Vincent J. Murphy of the Union Carbide & Carbon Corp.. 
who outlined a variety of methods for improving wire com- 
munications on October 13. Mr. Murphy said that it was 
essential that a competent man be assigned to spend a defi- 
nite portion of his time studying this matter. He should 
not be the office manager, comptroller, or treasurer, since the 
job is of primary importance and should not be relegated to 
second place. 

The speaker examined the relative merits of various types 
of telephone, telegram, cable, and teletypewriter services, and 
pointed out that many economies are possible of which the 
average office executive is not aware. The telephone and 
telegraph companies, he added, are always willing to advise 
the user in such matters. 

Ralph Eidem, director of electronic research for Ernst & 
Ernst, disclosed the latest developments in the field of office 
electronics, pointing out that many units are now ready and 
adaptable to office uses, and expressing confidence in the 
tremendous future growth in this line. It is extremely im 
portant, said Mr. Fidem, that business accept “half-way” 
solutions now in order to hasten development of more com 
pletely electronic systems in the future. Not only is progress 
speeded, according to the speaker, but business can profit 
by using the units already available, which “may be a far 
cry from the push-button office, but which can provide 
interim and adequate solutions to some of the problems ot 
today.” 

Other aspects of office organization were treated by W. M. 
Drake, of the General Electric Co., who described the organi 
zation set up by his company in its new jet engine plant at 
Evandale. General Electric worked on the assumption that 
office management justifies its existence only where it fills a 
specific need. 


Essentially, the Evandale plant has a decentralized organi 


ny 


It is more important that employees accept the machine than... 


zation, Mr. Drake said. Authority tor making decisions on 


such matters as ordering supplies, providing for reproduc 


tion services, and communications is delegated to “the indi- 
vidual closest to the action.” Each operating competent, 
therefore, functions like a small business. 

The effectiveness of analyzing wire communications was 
evidenced by Mr. Drake's claim that in a period in which 
the number of telephone calls increased from a monthly rate 
otf 7,000 to more than 10,000, telephone costs fell from 
$36,000 monthly to less than $32,000, He estimated, fur 
ther, that the use of seven leased circuits saves the company 
about $15,000 each month. 

“Building a Works Standard Program for the Office” was 
the subject of a panel discussion on Tuesday afternoon, in 
which four speakers reviewed methods of determining the 
amount and quality of work it is reasonable to expect office 
employees to produce, and techniques for improving output. 

Harry L. Archey, Jr., secretary of The Fidelity Mutual 
Life Insurance Co., declared that whether or not a formal 
system of work standards is used, every employee is actually 
measured and compared with some kind of standard. But, 
he pointed out, this standard often is a nebulous and variable 
quantity in the mind of a supervisor, depending on the 
supervisor's impression of the employee rather than on an 
actual measurement of his accomplishment. Mr. Archey did 
not urge use of a stopwatch in a company of the size of 


Fidelity Mutual. That method, he thought, was too expen- 


I 
sive, particularly since the company does not have a large 
number of clerks pertorming repetitive tasks, and many 
employees have jobs combining different operations. 

However, a measurement of production records, while less 
accurate than actual time measurement, is considerably fairer 
to the employee than the opinion of the supervisor, according 
to Mr. Archey. Fidelity Mutual considers that a determina- 
tion of work standards provides a supervisor with a better 
picture of his personnel requirements, makes it easier to 
justify a request for additional personnel, helps him to judge 
proposed changes in methods, and gives the employees a 
clearer idea of what is expected of them, he went on. 

Following Mr. Archey, Arthur E, Fain, supervisor of 
clerical cost control, Pratt & Whitney Aircraft Division, 
United Aircraft Corp., explained Pratt & Whitney's use of 
uniform time measurement principles to set work standards. 
Mr. Fain listed four benefits resulting from setting up these 
standards: (1) They make possible a continuous comparison 
of the “standard” hours required to handle the work load 
with the number of hours actually available. This compar- 
ison provides an incentive to the supervisor to keep these 
two factors in balance. 

(2) They simplify the scheduling and improvement of 
operations by making it possible to anticipate peak loads, 
reduce overtime, and improve training. 

(3) They furnish a basis for distributing work fairly 
between employees and between groups of employees. 

(4) They provide management with a fair means of 
measuring the relative effectiveness of the various offices. 

Using this information in conjunction with the results of 
time studies and micromotion 


studies, it is possible to 


develop a standard time value for each operation, showing it 


as decimal hours. This figure, in turn, provides comparisons 
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...that the machine be ideal 


+ 


between what a given transaction should cost and what it 
actually costs, he said. Not only does this comparison assist 
management directly, but it provides the supervisor with a 
new familiarity with motion sequence and helps him to 
take corrective action even before the studies have been com 
pleted. Mr. Fain stated that all of the studies so far have 
resulted in substantial savings. 

Mr. Fain’s conclusion as to the savings made possible by 
installation of work measurement methods was confirmed by 
Edgar T. Speer, methods analyst of the Prudential Insur 
ance Co, of America, who stated that production in his 
company’s clerical department had increased 20 per cent 


h an installation. Mr. Speer said that the increase 


after suc 
resulted “not from pressure to work harder or taster but 
from the successful efforts of the managers and section heads 
to eliminate delays and to persuade the average clerk to 
spend more hours of the working day actually working.” 
Since the emplovees know that standard rates exist, they arc 
moved to maintain “at least a respectable rate.” 

The speaker argued that the use made of a work measure 
ment system is just as important as the system itself. Thes« 
standards, he said, are most effective if they are “positive and 
consistent, but not overdone” and if they are used as a perma 
nent management tool. 

Enlarging on the remarks of the preceding three speakers, 
L. C. Shinn, works administrative assistant of The Inter- 
national Nickel Co., advocated the use of incentive pay to 
increase productivity. It is important, he said, to let the 
worker share in the benefits of his own increased production. 

Such an incentive system, of course, requires the establish 
ment of some form of standards. It is particularly important, 
he added, that adequate provisions be set up for auditing the 
output count of the employees. If the control reports are as 
accurate as they should be, they can also be used to indicate 
areas in which work should be redistributed, where better 
equipment can be introduced, where expansion, reduction, or 
replacement of personnel is required, where supervision 
should be made more effective, or where training programs 
should be established. 

The tinal conference session was devoted to the subject. 
“Better Human Relations tor the Office.” J. Douglas Elliott, 
supervisor of the customers billing department, The Detroit 
Edison Co., created a great deal ot audience interest with his 
remarks suggesting that some of the systems instituted by 
management in the interest of increasing efficiency may 
actually have a contrary effect because they rob the work oi 


its interest and impair the worker's ability to produce. 


The illustration which seemed to have the greatest impact 


on the audience concerned the theoretical case of a time-and 
motion study that showed that a given clerk had to leave her 
desk several times daily to walk twenty feet to dispose of an 
item of mail. The expert might very well suggest that the 
furniture be rearranged to reduce the trip, or that tne 


material 


be accumulated throughout the day so that only 
one trip need be made, or to assign the trip to the messen- 
ger boy. However, said Mr. Elliott, it may be just those 
trips that give the clerk the break in her routine that keeps 
her job from becoming too monotonous. Without the break, 
she may waste much more time daydreaming, or in taking a 
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Conference exhibits were well attended 


longer coffee break, or in simple inefhciency than would be 
saved by eliminating that occasional 20-foot walk, 

The speaker applied this principle to the whole concept 
of installing mass-production methods in the office. While 
conceding that specialization and mechanization can lead 
to considerable savings, he warned that if overdone they 
lead also to a loss of morale due to boredom, to fatigue, and 
to the consequence of those factors, such as increased ab 
sences, grievances, and personal inefhciency. To compensate 
tor these ills, many companies have gone to the expense of 
adding music, color dynamics, job rotation, and other means 
of overcoming boredom, he said. Relief periods tend to 
become longer, wasting still more time. In addition, spe- 
cialization often leads to duplication of effort. 


The answer to this apparent dilemma, suggested Mr. 
Elliott, is in enlarging individual jobs. He mentioned as an 
example Detroit Edison's elimination of the spec ialized job 
ot bill checking. Responsibility for checking the bills was 
transferred to the machine operators who print them. The 
company’s new tendency is to set up small units of workers 
to handle complete operations, an arrangement which allows 
each such worker to participate in several aspects of an 
operation, he declared. As a result, the individual jobs have 
greater variety and greater flexibility, and because of im- 
proved morale, productivity is higher. 

By way of exploring his theories on overspecialization, 
Mr. Elliott reported that he had conducted a survey of the 
customer accounting and billing costs of 122 American 
electric utilities, He said that in companies using punched 
card equipment and highly specialized bookkeeping systems, 
overall costs were considerably higher than in companies 
using key-driven equipment and “old-fashioned” unit book 
keeping systems. The cost differences in some cases 
amounted to as much as 40 per cent. 

Detroit Edison has also enlarged supervisory jobs. In a 
number of cases this procedure has lifted individuals into 
higher pay categories, but, declared Mr. Elliott, the company 
saved money because it otherwise would have had to take 


on additional personnel. (To page 72) 
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Fourth of a series describing how concerns have 
improved office methods and procedures 


‘Phone dictation clears letters faster, 
balances work flow for Farmers’ Exchange 


WITHIN THE PAST six months, hundreds ot leading 
concerns across the country have instituted some form of 
centralized transcribing system based on “telephone” dicta 
tion. Many of these recent installations have been in use 
too short a time for complete evaluation, but the experience 
ot some of the companies that were pioneers in the use of 
telephone dictating systems would indicate that they defi- 
nitely save time in clearing correspondence, that they permit 
a more even work flow in the central transc¢ ription depart 
ment, and that they reduce office traffic sharply. 

One of the first organizations to institute telephone dicta 
tron was the Eastern States Farmers’ Exchange, West 
Springfield, Mass. In May, 1952, engineers of the Atwell 
Company, New England distributors for Gray Audograph 


Soundwriter equipment, completed installation of a custom- 
designed PhonAudograph recording unit system with eight 
“stations” equipped with telephone dictation handsets, in 
the Springfield office, following a demonstration of telephone 
dictation methods witnessed by Darrell S$. Ames, head of 
ofhice services for Eastern States. 

Eastern States is a member-owned, self-help cooperative, 
organized by farmers and businessmen in 1918 to aid 
farmers in their operations by making it possible for them 
to buy fertilizer, feed, and seeds at the lowest possible prices. 
The organization is a non-stock, non-profit service coopera- 
tive, with income allocated to members in proportion to 
their patronage. 


The West Springtield headquarters handles the organiza- 


Handset base push buttons give control over operation several floors away ... 
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tion's cooperative purchasing service, There, orders taken 
trom tarmers and non-farmer patrons (those who do not 
sell their produce commercially) are received trom the or- 
ganization’s 500-odd local representatives in nine north 
eastern states. Orders are processed, totalled, and placed 


When de 


liveries are made, records and billings are also made through 


with the Eastern States mills or outside sources. 


the headquarters office. Last year, supplies were purchased 


through Eastern States by 95,000 farmer members. 

More than 375 employees are required in the Springfield 
office to handle the recording, placement, and billing of 
orders received, as well as to run the organization's infor 
mation services, and administer the production plants, ware 
houses, and distribution field services. 

Farmers may be patient by disposition, and because of the 
nature of their work, but it has been Eastern States’ experi 
ence that they don’t like to wait for their seeds, fertilizers, 
and insecticides. When Eastern States receives orders from 
its members, it moves fast to satisfy them, and this is wher 
centralized dictation has proved so valuable, according to 
Mr. Ames. 


“Stations” or distributed 


“dictation telephones” are 
t] r| he build in eig] t 

nroughout the building, in eight different departments on 
three floors. Supplies, trafic, purchasing, distribution, field 
services, and seed distribution have one “phone” each; office 


administration has two. When anvone in any of these 
departments has a rush letter, telegram, or memorandum, 
he goes to the PhonAudograph and dictates it. The record- 


ing unit of the installation is placed next to the desk of the 


head of the stenographic pool, when it “takes” all the dic- 
tation, corrections and special instructions included, sent 
over any of the eight "phones located in the building. 

Various button controls on the ‘phone unit give the dic 
tator the same degree of control that he would have with 
an individual machine. One button is touched to mark the 
end of dictation, and another to indicate corrections. A 
third button will “backspace” the disc on the receiving unit 
in the stenographic pool, so that the dictator can hear his 
last few sentences played back through the receiver of the 
‘phone; by successive touches of the button, he can play back 
as much of his dictation as he wishes, 

A light in the center of the four push button controls 
(which are located where the dial would be on a standard 
‘phone) indicates to a dictator at any of the eight “sending” 
stations when the recording unit is free for use; anyone 
dictating from any point in the building has complete pri- 
vacy on the line, and cannot be interrupted until he has 
finished. 

If, tor any reason, the person dictating wishes to speak to 
the employee in the transcription pool, he can talk with her 
over the dictation ‘phone by pushing a button on the base 
of the instrument which rings a buzzer on the recording 
unit. A special telephone handset hung on the side of the 
recorder unit cabinet allows the typist to talk with the 
dictator. 

As soon as a user has finished dictation, it can be tran- 
Nor does an attendant have to be 
(To page 77) 


scribed immediately. 


- ++ phone on recording unit (next to typist’s desk) allows direct conversation 
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To reduce secretarial fatigue, the 
Office Specialty Co., St. James, Long 
Island, N. Y., has introduced this 
“Clerical Aid.” Its purpose is to bring 
paper within easy reach of secretaries 
who have their tvpewriters in the desk 
The 


that its use reduces turning around 


pedestals. manutacturer ¢ laims 
t 


and provides a convenient place for 
work in process and tor reference books 
like the dictionary. 


4 The “Thermo-Fax” 


making copies from existing originals 


process permits 


without using stencils, transparencies, 
or special masters. The machine uses 
No chem- 


icals are involved and the copies are 


a controlled beam of heat. 


dry and immediately ready for distribu- 
tion. Copying requires a total of 15 
seconds. Thermo-Fax sheets are not 
light-sensitive and do not require spe- 
The manufacturer is the 
Mfg. Co., 900 


Fauquier Ave., St. Paul 6, Minn. 


cial storage. 


Minnesota Mining & 


« This chair is representative of the 
“Convertible” line recently brought out 
by The B. L. Marble Chair Co., Bed- 
ford, Ohio. This name indicates an un- 


usual feature of the chairs: the seats 
and backs are completely interchange- 
able, permitting the purchaser to select 
a combination of chair frame, seat, and 
back from an almost unlimited list of 
possibilities. The chairs are available 
in walnut, oak, maple, and Marblcote, 
and upholstered pieces are covered in 
Naugahyde, medium buff and top 
grain leathers. 


OFFICE MANAGEMENT 


4 Shown here is the newest in the 
series of dictating machines manutac- 
tured by the Dictaphone Corp., +20 
Lexington Ave., New York 17, N. Y. 
The new model is identified as the 
“Time-Master 3.” The machine is 
readily portable. It is compact and has 
a total weight of 13 pounds, 


Y The No. 992 “File Vault” is a new 
addition to the line of steel office equip- 
ment manufactured by the Cole Steel 
Ave., 


The cabinet con- 


Equipment Co., 285 Madison 
New York 17, N. Y. 
tains two letter-size drawers, which 
ride on ball bearings, two double draw- 
ers for 3 by 5 or + by 6 cards, a secret 
vault with a 4-inch combination lock, 
three adjustable compartments — for 
books, and a large shelt measuring 30 
inches in width and 17 inches in depth. 
The overall measurements are: 60 
inches high, 31'5 inches wide, and 18 
inches deep. The File Vault is finished 
in baked enamel in olive green or grey. 
The model No. 1092 cabinet is similar, 


except that it has legal-size drawers. 
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Y A metal acoustical tile called “Ter- 
ne-coustic” has been introduced by the 
Tach-Fast Mig. Co., Lonaconing, Md. 
The new ule is of terne-coated steel, 
supporting a sound-absorbing blanket 
of woven mineral fibers. The panels 


are protected by a baked-on facing. 


@ The latest in the line of teleprinters 
manufactured by Kleinschmidt, Inc., of 
Deerfield, Ill., is designed to send and 
receive messages at 100 wpm, and, ac- 
cording to the manufacturer, is actually 
capable of speeds up to 150 wpm. The 
new unit, using a previously prepared 
perforated tape, can transmit 15 charac 
ters a second, regardless of how slowly 


the message was originally typed. 
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@ This bookcase is a new addition to 


the “Streamliner” line of steel office 
furniture manufactured by The Globe- 
Wernicke Co., 


The case is equipped with two adjust 


Cincinnati 12, Ohio. 


able shelves. It is available without 


doors or with sliding glass doors ot 
either clear giass or decorative fluted 
Linex glass. The case is made with 
either molded-edged or square-edged 


tops. 


Y The “Fleet” mechanical mai! open 
er is produced by Haldon Mfg. Co., 
841 N. La Cienega Blvd., Los Angeles 
46, Calif. 
aluminum and is finished in grey and 


The body is of die cast 


The blades are ot 
a high-grade tool steel and are self 
This 


handle envelopes up to ten inches in 


trimmed in chrome. 


sharpening. mail opener will 


length. It is operated merely by a 
touch on the lever at the top. Trim- 
mings are caught in a self-contained 
tray designed to be easy to empty. 
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Y The Herman Miller Furniture Co., 
Zeeland, Mich., has added this slat 
bench to its line of functional modern 
furniture. The 
used for incidental seating or as a 


new bench may be 
structural base support for book cases 
It has a height 
of 14 inches and a depth of 181 


Lengths vary. 


and storage cabinets. 
inches. 
The slatted top is ol 
natural or 


birch and is available in 


ebonized finish. The legs are of satin 


chrome or black finished metal. 


Y Fractions can be added and sub 
tracted on this machine without first 
being converted into decimals. Models 
are available with fraction keys for 
Sths, 12ths, 16ths, 20ths, 
24ths, 32nds, 60ths and 64ths. They 
are made by The National Cash Reg 
ister Co., Main and K Sts., Dayton 9, 
Ohio. Dollars and cents and numerical 


quarters, 


punctuation are also available for use 
in general figure work. The machine 
is said to be ideal for figuring yards, 
feet, inches, pounds, ounces, ete. 
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New for the Office 


( Continued ) 


DEX-ANGLE has been brought into 
the office for such uses as the construc- 
tion of magazine racks, such as one 
recently installed in the Palmolive 
Building in Chicago. Dex-Angle is a 
structural unit that has been called an 
“industrial erector set.” It is shipped in 
packages containing ten 10-foot lengths, 
together with 75 bolts and nuts. 

It can be cut with a hack saw, and 
the sections are bolted together with 
a wrench. Drilling and welding are 


unnecessary and, Says the manutac- 


turer, equipment can be, built, altered, 
or dismantled in a matter of minutes. 
The material is re-usable. 

Diamond - shaped indentations — at 
three-inch intervals facilitate measur 
ing and cutting, and when pieces are 
cut along these lines, slots for bolting 
are automatically in alignment. 

Auxiliary components, such as ball 
bearing casters and steel panels that can 
be used as shelving, are also available. 
Dex-Angle can be made into C-chan- 
nels, T-sections, Z-sections, I-sections, 
and box sections. It is manufactured 
by Acme Steel Co., 2840 Archer Ave., 
Chicago 8, Ill. 


OFFICE MANAGEMENT'S 
KEY EXECUTIVE CIRCULATION 


for first six m 


nths of 


©1952 July 8498 


Specialized office systems and equipment 
editorials attract top executive PAID sub- 


In steadily increasing numbers, more and more office 


June 10,302 
July 10,619 
Aug. 10,732 
Sept. 11,027 
Oct. 11,604 
*NOV. 12,010 


@ From A.B.C. report 
for six months periods 
ending December 1952. 
cember 1952. 


*Subject to A. B.C. 
Audit for six months 
period ending Dec. 
1953. 


OFFICE MANAGEMENT : 


management executives have been discovering OFFICE 
MANAGEMENT as their indispensable source of vital 
management information on office systems, services, 
supplies and equipment. That's why they pay subscrip- 
tion fees to OFFICE MANAGEMENT—the only A.B.C. 
audited voluntarily paid publication edited exclusively 
for executives concerned with office operations and 


July 8498 
Aus. g494« Seribers 
Sept. 8555 
Oct. 9154 
Nov. 9244 
Dec. 9427 
1953 January 9303 
Feb. 9248 
March 9604 
April —10,023 a 
May 10,211 efficiency. 


MANUFACTURERS: 

OFFICE MANAGEMENT'S executive readers welcome 
your advertisements. They are alert to new procedures, 
and new ideas, to solve equipment and supplies problems. 
Your advertisement gets real penetration thru this active 
readership. Reach these key executives with real purchas- 
ing authority—start your schedule next month. 


Set copy, Ist of preceding month 
CLOSING DATES: Complete plates, 5th of preceding 


month. 


ot ss 


ABD} 


New York 10, N. Y. 


Bass 


© 


The Magazine for Management Executives 


212 Fifth Avenue 
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A) SHOCK-ABSORBING PAD tor 
office machines has been introduced by 
the Abco Plastic & Supply Co., 82 E. 
Alpine St., Newark, N. J. The pad 


is rubber covered, in a “waffle” pattern, 


over a fiber center. The manufacturer 


states that it does not mat down, flake, 


pulverize, or oxidize. The edging is 


of plastic to prevent fraying. The mat 
I I ying 


is finished in green and is available in 


sizes tor standard and electric type 


writers. 


\ CARBON PAPER that tells the 


typist how many lines are left before 


she reaches the bottom of the page is 


now offered by the F. S$. Webster Co., 
25 Amherst St.. Cambridge 42, Mass. 
This paper, called “Durametric,” has 


a right-hand margin wide enough to 


extend beyond the edge of the typing 


paper. The line scale is printed on ‘ 
this margin. Since the margin has no 

carbon backing, it serves also as a tab 

tor removing the carbons easily and 

without smudging the fingers. 

\ CIVIL DEFENSE | shelter sign 

which can be permanently affixed to 

any smooth surface without the use %s 


of tools, tacks, water, glue, tape, or 


other material has been introduced by 
the Halco Co., 165 Dwight St. New 
Haven, Conn. 


The sign consists of two parts: one, 


measuring 20 inches by 5 inches, car- 
ries the word “SHELTER” in four- 
inch yellow block letters on a black 


background; the second part, which is 


square, has a yellow arrowhead on a 


black background, so that it can be 


turned to point in any direction. 


The sign is fixed in place by cleaning 


the surface, peeling the paper backing 


of the sign, and pressing the sign in 
place.. No water is needed. The manu 


facturer states that the sign meets 


general recommendations for shelter 


signs as set forth in FCDA advisory 
Sulletin No. 66. 
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p> The “Nega-Plate Hanger,” made by 
the Atlas Stencil Files Corp., 16716 
Westfield Ave., Cleveland 10, Ohio, is 
designed for the filing of ten-inch plates 
used with small offset reproduction 
units. This hanger is of the vertical 
type and is made to fit any of three 
Adis vertical filing cabinets: the “De 
luxe,” the “Twin Deluxe,” or the “Jum 
bo.” These cabinets hold from 200 to 
600 hangers, depending on the cabinet. 
Each hanger has two heavy-duty en- 
velopes, one marked “Contents” and 
the other marked “Negative.” The 
envelopes measure 104, by 16 inches. 


& A two-phone intercommunication 
system called the “Duo-Com” is now 
offered by the RCA Victor Division ot 
America, 


bat- 


the Radio Corporation ot 
Camden, N. J. 


tery-powered, and 


The Duo-Com 1s 
because only two 
phones are involved, there is no ne 
cessity for dialing or tor connecting 
calls through a switchboard. There arc 


keys, 


made between phones mie rely by lifting 


no press-to-talk contact being 
the receiver and pressing a button. The 
battery is of six-volt strength and the 
manufacturer states that a single bat 
tery will operate the system for more 


than a year. 
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er a 


WY The new No. 314 “Carbon-Feed- 


} 


master” is designed to eliminate han- 


dling carbon when preparing hecto- 
graph masters on typewriters, This de 
feeds roll 


vice automatically carbon 


paper at a rate of one line space tot 
each line typed. It ts used with mar 
continuous mastc! 


he master into 


ginally punched 
lorms. The feeding ol t 
the typewriter is controlled by pinteeds 
at each end of the typewriter platen. 
The carbon is fed independently ot the 
form feeding; this permits every line 
space of carbon to be used. The car 
bon feeds as the typewriter carriage 1s 
returned alter typing a line. Used car 
bon is automatically rolled on a rewind 
core lor easy disposal, and a special 
clutch drives the rewind roller, keeping 


the carbon taut at all times; thus, the 


master form may be rolled forward o 


backward without moving the carbon. 


The manufacturer of this unit is the 
Carbon-Feedmaster 


Eureka, I. 


Telephonwerke und 


Co., 309 Henry St., 


Y The “Hamann Automat §,” a cal- 
culating machine made by the Deutsche 
Kabelindustrie, 
AG Eerlin SO 36, is now being dis- 
tributed in this country by the Ha- 
mann Calculating Machine Co., 2118 


Land Title Bldg., Philadelphia 10, Pa. 


@& This automatic addressing machine 


occupies about the same space as a 
model A-3 ad- 
dressing machine made by the Weber 
Addressing Machine Co., 200 W. Cen 


tral Rd., Mt. Prospect, Ill. It uses a 


typewriter, = It _ ts the 


spirit. type of reproduction, requiring 
no stencil, metal plates, ribbon, or ink. 
Addresses are printed trom a typewrit 
ten paper tape which can be used up 
to 100 times. The names are advanced 
automatically as the addresses are print 
ed and an automatic ejector throws 
each item into a receiving tray, The 
manufacturer states that this machine 
can turn out 2,000 pieces an hour, and 
can address anything from an airmail 


envelope to a l-inch thick catalog. 
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> The “Swingline 77” is the newest in 
the stapler line made by Speed Prod- 
ucts Co., Inc., 32-01 Queens Blvd., 
Long Island City 1, N. Y. It is a 4-in-1 
desk stapler, plier, and tacker with a 
“Kangaroo Pouch” compartment for 
extra staples. 


Y An entry alarm which can also be 
used as a burglar alarm is marketed by 
the Recora Co., 56 W. 103rd St., Chi- 
cago 28, Ill. This “Announcemat” 
comes in several models, one of which 
is thin enough to be used under a rug. 
The alarm sounds as long as anyone 
stands on the mat. 


q This new model Ditto duplicator is 
an automatic electric model which can 
also be hand-fed if desired. Known as 
the model D-11, the new machine is 
manufactured by Ditto, Inc., 2243 W. 
Harrison St., Chicago 12, Ill. The com- 
pany says it will turn out two copies 
per second of anything typed, written, 
drawn, or printed through duplicating 
carbon, in as many as five colorsin one 
operation. It can handle paper in sizes 
up to 814 by 14 inches. 


4 A new electric calendar called the 
“Datekeeper” is now offered by The 
Datelec Co., Tecumseh, Mich. The 
large central dial indicates the day of 
the month, while a special device auto- 
matically corrects the dial for the 28-, 
30-, and 31-day months, The dial at 
the left shows the day of the week, 
while that at the right keeps track 
of the months. This calendar operates 
on 110-volt AC and, according to the 
manufacturer, requires no more atten- 
tion than a good electric clock. It is 
finished in mahogany, walnut, and 
blond cases, which are available from 
The Datelec Co., and special bronze 
cases are obtainable from the Smith 
Metal Arts Co., Inc., 1721 Elmwood 
Ave., Buffalo 7, N. Y. 
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Y A sturdy aluminum wall rack to 
hold business literature is now offered 
by The Rak Makers, 100 Hamilton 
Place, New London, Conn. The new 
rack is called the “Biz-Rak.” The 
manufacturer says its purpose is “to 
clear the desks for action.” 
Rak has five pockets. 


The Biz- 
Three are for 
standard 81% by Il-inch catalogs and 
publications. The top pocket is for 
smaller papers and the bottom rack for 
larger publications. The racks are avail- 
able in three widths: 1734, 224%, and 
264 inches. They are 48!) inches in 
height and stand out 3'4 inches from 
the wall. Biz-Raks are of aluminum, 
built around a back panel of grey plas- 
tic-coated tempered Masonite. 
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b Remington Rand has introduced the 
latest in its line of printing calculators, 
the new model °9. A notable addition 
in the new machine is the row of ten 
figure keys at the bottom of the key- 
board, which are used for multiplica 
tion. The mode] 99 has a ten key key 
board, and it not only adds, subtracts, 
multiplies, and divides, but it prints 
the factors and answers on tape, in 
order to provide a double check on the 
calculations, Subtotals and totals are 
printed in red, as are credit balances. 
Although the machine clears itself au- 
tomatically, it can retain a multiplicand 
indetinitely if desired by the use of the 
Vibration is reduced 
by rubber-footed corner posts. Model 
99 is available in 1I1]-list, 12-total, and 
in 13-list, 14-total 
Rand Inc. 1s 


Ave., New 


“constant key.” 


sizes. 


Remington 
315 Fourth 


1, Ni. YF. 


located at 


York 


4 The “Filt-R-Fan” 


prove room comfort both in winter and 


is designed to im 
summer. Reversing usual fan action, 
this scientifically planned unit draws 
air in against a filter; the air is cleaned 
The Filt-R-Fan is com- 
pact, light in weight, can be operated 


: ) 
as it circulates, 


in any position, and, with the filter 
removed, can be used as a window fan. 
It is sold by Griffon Productions, Sag 
Harbor, N. Y. 

1953 


December, 


q This “Clear Vue” desk organizer 
has recently been placed on the market 
by the Mayer Mig. Corp., 3130 W. 31st 
St., Chicago 32, Ill. 


vided into nine sections by the use of 


This unit is di- 


wire separators, one inch apart. The 


dividers are of open construction to 
permit easy selection of material. The 
organizer is designed to hold heavy 
correspondence folders, catalogs, and 
papers. It measures 10 by 8 by 91% 
inches and has rubber feet and a label 


\ 


holder. Brown, grey and green ham- 


mertone finishes are available. 


Y The top of this desk is of laminat 
ed plastic which is resistant to scratches 
and dents. According to The General 
Fireproofing Co., Youngstown 1, Ohio, 
manufacturer of the desk, this MT-500 
Textolite top represents the first suc 
cessful attempt to bond laminated plas 


} 


tic to steel. It is said to be unaffected 


by extreme temperatures or humidity. 
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WY The 
designed and manufactured by Film 
sort, Inc., 50 S. Pearl St., Pearl River, 
N. Y., for use in reading microhlm. 
The 


and aluminized mirror. 


“Filmsort Reviewer” has been 


Reviewer has an opaque screen 
The screen is 
This is the newest in 
The 


“Filmsort Inspector” is a portable desk- 


17 inches square. 


. 


the company’s line of viewers. 


top viewer designed for use with 16 at, 
i 

microhlm. It has a hg ey 

The “Film- 


sort Surveyor” is also used with 16 mm 


mm or 35 mm 


screen 11 inches square. 


film automatic 


,” 


and 35 mm and has 


magnification from 10.5 to times. 


It comes in two models, one with an 
18 by 24-inch screen, the other with a 
24 by 36-inch screen. The former is 
model CVE: the latter, model DVE. 
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& Wilson Memindex Co., 149 Carter 
St., Rochester 21, N. Y., has improved 
its “Planning Guide” loose-leaf desk 
calendar by using new type faces and 
redesigned page formats. The calendar 
retains its original features, including 
its memorandum, appointment, and 
calendar pages. 


Y The new rotary card file recently 
introduced by Ferris Business Equip- 
ment, Inc., 244 Great Meadows Rd., 
Stratford, Conn., occupies three square 
feet of floor space, yet, according to the 
manufacturer, can hold up to 13,000 


cards. These figures are for standard 
models. Other models have capacities 


ranging from 7,000 to 24,000 cards, 
and special sizes can be made on re- 
quest. The cards are carried in remov- 
able trays resting in baskets. The trays 
lock in position so that they cannot 
roll back. Existing cards can be trans- 
ferred to this file without alteration. 
Ferris models are available with or 
without motorization. 


Y This photocopier is complete in one 
unit. It is the newest “Photorapid” 
model produced by Copy-Craft, Inc., 
105 Chambers St., New York 7, N. Y. 
The printer and developer are now 
combined in a single machine measur- 
ing 1644 by 234 inches. The separate 
units, however, continue to be avail- 
to its 


able. Photorapid, accordit 


y 
1 


maker, produces legally 


copies in a matter of seconds and at 


acceptable 
low cost. Copies can be made from 


single- or double-sided _ originals, 
whether they are opaque or transparent. 
The developer tray is removable for 
cleaning and the lid closes tightly to 
protect the solution. The unit is fin- 


ished in glossy black and white. 


‘Y Below is pictured 


cator cabinet, one of 


an all-steel dupli- 
a new line pro- 
duced by Halverson Specialty Sales, 
1221 W. Chestnut St., Chicago 22, I. 
The company considers these cabinets 
in the deluxe category. They are of 
20-gauge steel with 18-gauge steel tops. 
The cabinets are equipped with four 
adjustable glides. 


> A “Sonic Gate” to screen out hum 
and noise is a feature of the new Talk- 
A-Phone LC-33, a 
type of intercommunication system pro- 
duced by the Talk-A-Phone Co., 1512 
So. Pulaski Rd., Chicago 23, Il]. This 
system operates on existing electrical 
wiring by plugging it into any outlet; 
the Sonic Gate suppresses line noise. 


model “wireless” 
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& The “hard-to-get-at” places can be 
reached with this new plier-type No. 
P-98 hand stapler made by the Arrow 
Fastener Co., Inc., 1 Junius St., Brook- 
lyn 12, N. Y. This stapler ejects a 
staple designed to lie unusually flat. 
Features of this model are its double 
leverage, its patented “non-<logging” 
mechanism and its heavy steel con- 
struction with chrome finish. 


NE 2 ae i ae ee tee ee S| fo SR ag ee ee: 
m eT a4 Meo. ee ae Ad et = eke ta, ete el i eae Pe lag 
Ch oO re 3 “4 : ie a : t : ’ : z : 3 ; 
am nae 
ag 
agi 
# ssl, Peal , ’ : 
By 9 e = “ 
fe a 5 Pe. rs + = 
<1, CA t ee 
“Th —eF we "2 Se ; 4 
va Sg OO Oe < 
| ae en ae 
; ee Get eg P 
‘ a 3 ee co ol vat 
#5 ie esr ‘ a te 4 
i" a \ \" i ee te) 
4 ao Mrs t 
| Vee a ——______ 
cal eee te ore 
- ae eg? “a oa" ; 
% “7 i ea 
a —— iS can 
ay x x ee s Mes f ae ho A ata : 
a « he” “eee aia i 
wee bs ‘i bia 3 eee sa i aa 4 
bee P | i. ay 
a Af . “t . ‘ + i a 5 } 
et Lie << | 0g -  - 
= a aed — a : 
I ' oe 1 - oe 
ie ‘ a eo g gy 
i i. Wi iy iP i is 
atl 7 j hag oe 5 = 
a 
fae 
ia 
to ae 
<: e 
ie * 
ry Pp 
rae ah 
41 — 
+ — A 
be ta ~ 
EF he a 
fi — | - 
ee ¥s 7 # 
fay Bi . o> y .) “t 
es: a At . 
€ ts pp -$ 
ee a Kd é 
< = =" 
<r RT at 
ot Ps j 
wig Fi 4 re * j 
ia aa mG . . 
4s Sea 7 at ; oe 
oF ] a i 
ve . 4 a we "| 
ae © << | 
Bata ‘\) a a 
to, bie oe | * Ga! » 4 + 
mt Mi F 
ei Te 
oa . = @ ¥ 
: Ee é »’ : i 
if - ~~ . — a 
—_ | 2 >. = 
ih 4 a hg 
a Pet ig ee. 
EE vie Re wa ‘ . 
wee 5 aon rs hsp : eS . 
aa >) oom | 7 ee 
ae Ei t oe * 1% pat * fi | ae ; . i {de -— oe ree F 
es 2) 2 Sree ey ie caw |, i al a ere 5 gat _— 
is “ee <s - ae § Manet } 4 i te oe 
; - : t ain : “- £2 val ae ee ah re _— 
ey : f es q Baal: Fi ae ne . 
d [ ee re hc": 3 ee Jo eT Ce 
st ee a ee 2 P€e 
oo) “sta ©. al 
He. 7: oS % 
ve ae 
a Ag = 
Bie? 50 ee December, 1953 
‘the 
a es ~ 
Be . 
é sd E: “ss ~ a rn a bi y *) - c ihe ae ae eee oS - 2 oe re a ie ati aed sh 
ae eS - esd 3 = 4 es Cea BE Wer Oe, t ad a fe a ore "oR eon” F- ms ee, ut Lert a i ee ee ee, yah. 
‘ae eh 4 fe sy Te ieee ze Og aie 21 Me ee beh oe! te a i eee eee 


—— 


Y The “All-en One Office Ensemble” 
is a new unit introduced by R. C. Allen 
Business Machines, Inc., 678 Front 
Ave. NW, Grand Rapids, Mich. The 
largest item is a 30-by-60-inch steel 
desk with a fixed-bed type well, a 
double, full-suspension file drawer with 
two removable posting trays, a storage 
drawer, and a writing table. A No. 
1302 desk bookkeeping machine, a No. 
711 Visomatic typewriter, and a pos- 
ture chair complete the ensemble. 
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b Features of this new air conditioner 
recently introduced by the Mitchell 
Mfg. Co., 2525 Clybourn Ave., Chicago 
14, Ill, are a jet cooling coil, designed 
to maintain peak cooling capacity un- 
der all conditions, a one-knob “Weath’r 
Dial.” and increased air circulation. 
This is a 1'4-ton unit. 


a These two writing products have re 
cently been introduced. The ball pen 
shown at right is a “Rol-Rex” made 
by the BB Pen Co., Inc., 6245 Santa 
Monica Blvd., Hollywood 38, Calif. It 
is a retractable model. The other item 
is a typewriter eraser made by Scripto, 
Inc., 423 Houston St., N.E., Atlanta 2, 
Ga. The retractable eraser is 3 inches 


long. 


@ The Schedule-A-Date Calendar Co., 
310 E. State St., Ithaca 28, N. Y. now 
offers a new “Schedule-A-Date” desk 
calendar which tells future dates by 
weeks and months a full year in ad- 


vance, using a direct-reading table. 


1g 
A “Buffer-Vac” attachment for this 
No. P-15 floor maintainer provides suc- 
tion to pick up loose particles left from 
polishing, stee! wooling, or disc sand- 
ing. It is made by the Clarke Sanding 
Machine Co., Muskegon, Mich. 


Y The “Jetliner,” a new double-sized 
duplicator marketed by Rex-Rotary 
Distributing Corp., 19 W. 3lst St. 
New York 1, N. Y., features an ex- 
changeable automatic metered inking 
system for easy exchange of colors. 
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Y A complete bookkeeping system 
called “Accu-Rite” has been introduced 
by Business Systems Corp., 100 Sixth 
Ave., New York 13, N. Y. The manu 
facturer believes that this system can 
save up to two-thirds of normal book- 
keeping time since it permits writing 
three or more records at a time in non- 
smudging ink. Accu-Rite forms are 
made for accounts receivable, accounts 
payable, pay.oll, and other records, The 
unit itself weighs three pounds and 
opens to either 12% by 32 inches or 
12% by 16 inches as desired. It 
has an aluminum writing — surface; 
the pages lie flat and are easy to turn. 
Correct alignment of forms is provided 
tor by means of a sliding pin bar that 
automatically clicks one space at a time. 


& A Swedish-made Halda typewriter 
called the “Star” is now being market- 
ed in this couniry by Facit, Inc., 500 
Fifth Ave., New York. The carriage 
is of magnesium, lighter than alumi- 
num. Other features include ‘“Mar- 
Jet margin levers for setting, resetting, 
or clearing margins instantly, plastic 
“contour keys,” a sound-absorbing rub- 
ber base cushion, and five tabulator 
keys for statistical typing. 
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& Frigidaire is celebrating its 25th 
year of producing room air condition 
ers by announcing a new line of “Silver 
Anniversary” models. Two series of 
models are being introduced, the 
“Twin,” which includes %4 and | horse- 


power units, and the “Super,” consist- 
1 


ing of 4 and horsepower models. 
Models of the Twin series have two 
complete refrigeration systems, either 
or both of which may be operated as 
desired. This permits greater adjust 
ment to weather conditions, The model 
pictured is one of the Twin series. 
Super models are similar but have 
only one compressor system. Frigid- 
aire is a division of General Motors 


Corp., 300 Taylor St., Dayton 1, Ohio. 


WY The “Pocket Secretary” is a small 
flat wallet designed to eliminate the 
frustrations of hunting through one’s 
pockets to find a pen and a bit of 
paper when it is necessary to write 
down reminders of things to be done. 
The Pocket Secretary consists of the 
wallet itseli, a “Sapphire” jewel-point 
pen, a notebook, a pad of plastic en- 
velopes for business cards, addresses, 
etc., and a stamp compartment. It is 
compact, measuring approximately four 
inches by six inches when closed. It is 
available in natural pigskin and in 


other colors. The Pocket Secretary is 
| 


manufactured by the Waterman Pen 


Co., Inc., Seymour, Conn. 
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Y This punch can be either a two-hole 
punch or a one-hole punch at the wish 
of the user. This is possible because 
it has a swivel catch which can be used 
to keep one of the cutters from operat- 
ing. Known as the No, 10S punch, it 
is made by Acco Products, Inc., River- 
side Drive, Ogdensburg, N. Y. 


Y Tauber Plastics, Inc., 200 Hudson 
St. New York 13, N. Y., has now 
added a three-punch and a four-punch 
plastic binding kit to the two-punch 
kit already on the market. These in- 
expensive kits make it possible to bind 
books easily in the office or at home. 
The machine punches approximately 
15 sheets of paper at a time, varying 
with the thickness of the sheets. The 
slots made by all Tauber machines are 
ot the same size and shape so that the 
plastic tubes used in the binding can 
be used with any of the units. 
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News 
pictorial 


& Five of the six oldest members of the 
Office Management Association of Chi- 
cago look over old membership rosters. 
Standing are Raymond J. Healy, presi- 
dent, United Fmployment Agencies, 
Inc., and Albert F. Hagedorn, office 
manager, Hauer & Black. Seated are 
Clifford L. Stivers, owner of Stivers 
Office Service; William Smith, retired 
manager, La Salle Extension Univer- 
sity, and Nelson O, Hanks, secretary 
treasurer, Turner Brass Works. 
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& All-Stee] Equipment Inc. of Aurora, 
Ill, recently installed more than 45 
desks, 50 files, and numerous bookcases 
and tables in the offices of the Missis- 
sippi Valley Gas Co., Jackson, Miss. 
The accounting office and the chief en- 
gineer’s office are shown here. 


4 To demonstrate the © structural 
strength of modern steel furniture, the 
Invincible Metal Furniture Co. ot 
Manitowoc, Wis. balanced a 4,800 
pound Cadillac atop one of its stand 
ard filing cabinets. The company re 
ported that all tour drawers still opened 
and closed freely. 
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ra To the right is a portion of an instal- 
lation recently made by the Aluminum 
Seating Corp., 17 S. Cherry St., Akron 
8, Ohio, at the Wisconsin Credit Union 
League, 2439 W. Hopkins Ave., Mil- 
waukee. For this installation, the fur- 
niture company supplied a number ot 
“Fine-Rest” aluminum chairs. 


The ac- 
tual installation was made by Auckley 
and Ervin Office Equipment Co., deal- 
ers, of Milwaukee, who both sold and 
serviced the equipment. 


rs ba x 


4 R.W. Cockrell, of the M. W. Kel- 
logg Co., holds the new Dictaphone 
“Time-Master 5” which he won in a 
contest conducted at the National Busi 
ness Show in New York’s Grand Cen- 
tral Palace. The Dictaphone Corp., of 
420 Lexington Ave., New York 17, 
N. Y., awarded this prize to Mr. Cock- 
rell after he had dictated a “magic mes- 
sage” to one of the new Time-Masters. 
He was one of four thousand execu- 
tives who competed during the week- 
long contest. Congratulating the win- 
ner are Lloyd M. Powell, Dictaphone 
president, and Carol Lyttle, New York 
district manager. Mr. Cockrell also is 
vice-president of the O.E.A. 


q The “Oscar-of-Industry” award for 
the best 


annual report in the office 
equipment field is given to Harold 
Camp, representing Pitney-Bowes, Inc., 


Walnut 


Conn., winner this year for the fifth 


and Pacific Streets, Stamford, 
consecutive time. It was, in addition, 
the sixth time the company had won 
Mr. Camp, 
who is Pitney-Bowes’ vice president for 


during the last ten years, 
finance, is seen receiving the award 
from Weston Smith of the magazine, 
Financial World, sponsor of this an- 
nual Financial 


competition, reports 


from more than 5,000 corporations 
were judged in this year’s competition 
and trophies were presented to one hun 
dred companies in one hundred differ- 
ent industrial classifications. Awards 
were made on the basis of content, typ- 
ography, and format. In the business 
machines classification, the runner-up 
was The National Cash Register Co., 
Dayton, Ohio. Third place went to 


Remington Rand Inc., New York. 


VY To bring its long line of office ma- 
chines directly to the customer, R. C. 
Allen Inc., 678 


Front Rapids, 


Business Machines, 
Ave., N.W., 


Mich., has converted a bus into a trav- 


Grand 


eling salesroom. The bus has been spe- 
cially fitted for the purpose and holds 
the complete line of R. C. Allen ma- 
chines on two counters on either side 
of this demonstration room. All mod- 
els of adding machines, cash registers, 
bookkeeping and statement machines 
The 


demonstration room occupies the front 


and typewriters are exhibited. 


section of the bus. The rear section has 
been turned into a lounge where sales- 
men and customers can conduct busi- 
ness in a pleasant atmosphere. This 


“Salesmobile” represents a new ap- 
proach to selling on the part of the 
company. It does not replace “brief- 
case selling” but will be used to supple- 
ment that traditional method. The bus 
travel 


is expected to extensively 


throughout the country. 
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Companies 
Reporting 


Office title, job description 

Clerk, general—Performs duties of simple or repetitive 
nature such as sorting, posting, checking, copying and 
addressing envelopes. Duties performed require little 
previous experience and a minimum of judgment. 


Tabulating machine operator—Operates a machine that 
automatically analyzes. makes calculations and translates 
or divides information represented by holes punched in 
groups of tabulating cards, and prints the translated data 
on form sheets, reports, special eards or accounting records. 
Sets or adjusts machine to add, subtract, multiply and 
make other ealeulations. May operate auxiliary machines. 


Secretary, private—Fully qualified stenographer to 
senior executive(s). Performs work of a confidential and 
technical nature. Takes dictation by shorthand and/or 
transeribing machine. Schedules appointments. Handles 
telephone calls. Has thorough knowledge required of 
routines, personnel, functions, and policies to relieve 


executive(s) of minor duties. 
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High 50°, 
Rate Average Middle Median 
$67 $48 $42-53 $47 


$56-70 


$69-85 


“White collar” salaries still rising, survey 


SALARIES FOR white collar workers continue to rise, and 
show no signs of leveling off in the near future, according 
to a 1953 survey of wages paid for 23 different office job 
classifications by 128 representative New York companies. 

The salary survey is prepared annually by the Office 
Executives Association of New York. 

In all but one of the eleven job classifications in this year’s 
report that correspond exactly to job classifications used in 
the 1952 survey, it was found that average salaries paid had 
risen in the past year. The exception occurred with senior 
typists, whose average weekly pay this year as last was $52. 

Wages tor all categories of stenographers and transcribing 
machine operators showed a continuing sharp increase. 
“Private secretaries,” defined this year as last as “fully quali- 
fied stenographers” to one or more senior executives, are 
now earring an average weekly rate of $78 in New York as 
compared with $71 last year. 

Stenographer-secretaries have-averaged a five-dollar weekly 
increase, from $61 in 1952 to $66 today. Senior stenogra- 
phers’ salaries have risen from a $55 average to $60, and 


} 


junior stenographers follow the fivedollar trend, with 
5 


phe 
salaries now at $52 as compared with $47 last year. 
Transcribing machine operators continue to earn more 
on an average than junior stenographers, and their salaries 
too have been rising. They earned an average $54 weekly 
in 1952 among the companies surveyed then; today, it is $59. 
The survey also discloses that offices are still increasing 
fringe benefits for their employees. Although survey figures 
this year are based on 128 respondent firms, while the °52 
survey was based on only 114 offices, the upward trend of 
employee benefits is apparent through comparison of the 
and °53, 


Thus, the number of companies which have profit sharing 


a 
figures for 32 


plans for employees has increased from nine to thirteen; 
eighty-nine of the responding firms have a clerical pension 
plan, which in thirty-two cases is paid in full by the com- 
pany. Nearly all the companies covered offer group life 
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shows 


insurance, and in 41 instances costs of the insurance are 


entirely assumed by the company. Hospitalization insur- 


by all but three of the companies 


ance is offered in the 
survey, and a surgical benefit plan by all but seven. For 


each of these forms of insurance, over half the companies 


either pay all costs for the employee or share costs with him. 


The survey also shows that the number of hours in the 
New York City office work week is decreasing. This year, 


1 


for the first time, over half the companies represented in the 
survey are on a 35-hour work week, while only twelv« of 
the 128 still maintain a 40-hour week—four less than last 
year. No company this year reports a work week in excess 
ot 40 hours. 

A new feature of this year’s survey is a report on the per- 
centage turnover rate among ofhice employees in 30 respond- 
ent companies. One-third of the companies reported a turn- 
over rate of more than three per cent per month, and 
another third held turnover to less than 1.5 per cent each 
month. 

Significant salary distinctions were found again according 
to the number of employees in the offices. Highest salaries 
in most instances were paid in the two categories of offices 
with the greatest number of employees—the group with 
1,000-5,000 employees per office, and the category of offices 
with more than 5,000 employees each. 

There were exceptions, however. Senior bookkeepers earn 
approximately the same salary in the very smallest offices— 


those with 1-25 employees—as they do in the largest, and 
quite a bit more in these two categories than in any of the 


} 


intermediate groups. Transcribing machine operators, on 


the other hand, earn more in the offices with 1-25 workers 


hey do in offices of the 1,000-5,000 employee class. 


Private secretaries earn their best salaries 


than t 
an average of 
$86 a week—in offices with 1,000-5,000 employees, but the 
average wage drops to $71 a week in the offices with more 
than 5,000 emplovees—four dollars less than than they earn 
in the smallest offices of all. 
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Thousands of business firms all over the country depend 
on this tiny piece of colored celluloid, the Victor Visible 
Signal, to help speed their record-keeping operations. By 
spotlighting important information on the margin of Victor 
Visible record cards, the signal enables executives to review 
as many as 60 items at a glance. Follow-up dates, order 
points, sales performance, production quotas — all are 
instantly visible without reference to the body of the card. 


Victor Sectional Visible — 

The only true “sectional” visi- 
ble available. Merely add single 
sections as your business and 
records grow. Keeps your rec- 
ords always up-to-date at mini- 
mum cost! 


ak | Sa 


_ North Fonwronda | | 


aoee: 


THE VICTOR SAFE é EQUIPMENT CO., INC. 


Find out now about this tested means of record control 
through visible signals...how it can increase your firm’s 
efficiency and accuracy, cut down on costly clerical dupli- 
cations, improve production, inventory, ledger and sales 
control... give you the information you need instantly. 

Your Victor Dealer is waiting today to show you how 
simple and inexpensive it is to switch to the Victor Visible 
System of record keeping with... 


Victor Book Visible — 

The book of a 1000 uses. Handy 
and compact, it’s perfect for 
small records. Easily adapted to 
any reference need through 
Victor card forms and signal- 
ing systems. Truly portable—it's 
record efficiency on the go! 
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Cooke & Cobb expanding file 


Acco Products, Ine. 

A pin prong binder specially designed 
to house marginal punched forms has 
been introduced this year by Acco Prod- 
ucts, Inc. This binder is illustrated on 
page 62. 

The brass prongs with which the 
binder is equipped are specifically in- 
tended for the 's-inch diameter holes 
used on standard marginal punched 
forms. The fasteners are available with 
center-to-center measurements of six or 
eight-and-a-half inches, these standard- 
ized dimensions having been decided 
upon by the company as most suitable 
for the purpose. 

The binders are manufactured in a 
variety of sizes to accommodate forms 
of different shapes and sizes. 

Prices. Vary with size of binder. 

Delivery. Immediate. 


G. J. Aigner Co. 

Aigner’s line of filing supplies is mar- 
keted under the trade name “Aico.” 
One of the newest products in the line 
is Aico “Typerite Index Tabbing,” 
which is pictured on page 62. 

A particular feature of this new tab 
bing is its pica-spaced inserts, which, 
according to the manufacturer, save 56 
per cent of typing time and from 12 to 
25 per cent of blank inserts. The in- 
serts are designed to permit use of the 
line space lever when typing titles, and 
the company adds that no soft roller is 
required for the typing. 

This product comes in six-inch strips 
with two strips to the envelope and six 
envelopes to the box. The slots in the 
tabbing are two or three picas deep, and 
the tabbing is suitable for one-, two-, or 
three-line titles. 
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A Monthly Feature 


Tools of the Office 


Filing Supplies 


Manufacturers’ List on Page 66 


Shaw-Walker “Super-Ideal” system 


Amberg No. 414 file caddy 


Victor Safe & Equipment Co.’s suspended file system 
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New Schedule 
for 
“Tools of the Office” 


(effective with the January issue ) 


January 
Executive furniture 
February 
Typewriters 
Copy holders 
Mailroom equipment 


Addressing equipment 


March 
Duplicating machines—all types 
April 
Fans 
Air circulators 
Air conditioning equipment 
Water coolers 
May 
General office furniture 
June 


? ° Lv ager : : 
Bookkeeping and payroll machines and 
systems 


Intercommunication equipment 
July 

Staplers 

Numbering machines 


Time stamps and recorders 


August 


Adding and calculating machines 


Dictating and transcribing equipment 


September 
Microfilm equipment 
Supply cabinets 
Wardrobes and lockers 

October 

File cabinets 
Transfer cases 
Office safes 

November 


Filing systems and supplies 


December 
Rotary card files and otner visible 
mdex equipment 


Check devices 


Note: the January, 1954, issue will 
also include supply cabinets, which 
were originally announced for No 


vember. 
‘ 
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The tabbing is of heavy plastic with a 
tubular top and is provided with a 
gummed linen skirt for attaching. It 
is available in eight colors, 
index 
sheets for memo books, ring and post 
binders, with or without extended, in- 
sertable tabs in all standard table classi- 
fications. 


Aigner also manufactures 


Amberg File & Index Co. 

The No. 414 file caddy illustrated on 
page 57 is part of an extensive line of 
filing equipment and supplies manu- 
factured by the Amberg File & Index 
Co. Amberg supplies are identified by 
the trade name “Amfile.” 

The file caddy is used for sorting 
papers or for filing, and, since it is 
mounted on four ball bearing swivel 


be readily moved from 


casters, it can 
place to place. It is of heavy steel con- 
struction with a hammerloid grey fin- 
ish. The top, which slides back when 
the caddy is opened, may be locked 


hen closed. 


W 
Side rails are provided to support 
suspension folders. Twenty-five red 


fiber folders with steel tops are pro 
vided with the caddy, and additional 
folders may be ordered. 

‘his cabinet is designed for letter- 


A similar model, No. 416, 


; lates leval-size folde 
accommoaates legal-size tolders, 


size folders. 


Other Amfile products include file 
folders in all cuts, colors, and materials, 


fers, folders with 


expansion fol metal 
tabs, prong fasteners, roll labels, press- 
board binder covers, desk sorters, and 
file guides, including types with metal 
tabs. 

Price. Of the file caddy, 
414 or 416, $28.50. 


Delivery. Immediate. 


either No. 


Harry k. Ashley Mfg. 

This company manufactures a “File- 
Rite” steel catalog rack which may be 
used to hold punched or unpunched 
catalogs, manuals, and index sheets. 
For a description of this item, see page 
59 of the September issue of Office 
Management. A photograph of the 
rack will be found on page 64 of the 
same issue and in the current issue also 
on page 64. 


The Cooke & Cobb Co. 
The Cooke & Cobb Co., a subsidiary 
of Wilson Jones Co., is the manufac- 


Kraftall ex 


panding file shown on page 57. 


turer of the “Favorite” 


This expanding file is available in 
sizes ranging from 3'4 by 6 inches to 
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Tools of the Office 


10 by 15 inches. Three choices of in- 
dexing are offered: one with 21 pockets 
marked A to Z, one with 12 
pockets indexed from January to De- 
cember, and another with 31 pockets 
numbered from 1 to 31. The visible 
index is of patented design. 


from 


“Favor- 
ite” expanding files are made in the 


The file has a full top flap. 


following stocks: full cloth, red rope, 
“LeatherLife,” full canvas, manila, and 
“Lexide.” 

Prices, $26.40 per dozen, varying 
with size and indexing. 

Delivery. Immediate. 


Dennison Mfg. Co. 


Dennison’s Reinforced File Folder 
Tab Labels are designed to permit me- 
dium weight plain folders to be tabbed 
with durable labels of heavy weight 
and strength. See picture on page 62. 
The labels come in strips which can 
be easily inserted in a typewriter. Each 
label is of a folding type, so that when 
The 
writing area is reinforced and the en- 
tire back of the 


folded it has double strength. 


label is gummed to 
increase rigidity when the label is fold- 
ed upon itself. 

all one- 


The labels are made to fit 


third cut folders but because of their 
strength they can be used over one- 
fifth cut tabs. They are obtainable in 
white, blue, buff, green, salmon, canary, 
cherry, and manila colors. The labels 
measure 4% by 2'4 inches, and come 
in strips of five. 

Dennison also manufactures a variety 
of other filing supplies. 

Price. For No. 4704 labels, packed 
with 100 labels to a box, 50 cents, No. 
4714, with 500 labels to 3.75 


a box, $3.75 
per thousand. 


The Dunleavy Co. 


This company manufactures a line 
of card index and filing supplies carry- 
ing the trade name “Filex.” 

\ characteristic of the Filex hanging 
folder illustrated on page 64 is that 
it is made without using metal. The 
that the folder 
therefore has no sharp edges to scratch 


manulacturer states 
furniture or fingers. 

Filex folders are made in letter and 
legal sizes, identified as Nos. HF-215 
and HF-225, respectively. The trans- 
parent plastic tabs are angled to im- 
prove visibility and the folder rods are 
designed not to slide out. 
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THE 
HANGING FOLDER 
WITH 
ADJUSTABLE 
METAL TAB 


. ecadle M. fe. 


Your “filing and finding” problems disappear when 
you use Guide-O-folders in your active files. Not 
only do you save both time and money but you 
remove the drudgery from the filing department 
and make it a pleasant place to work. 

You will appreciate the speed and accuracy with 
which your records are filed and kept instantly 
available for reference. Your clerks will appreciate 
the ease and accuracy because all the tugging and 


—- of ordinary folders is eliminated. Guide-O- >» Bey Yj, . 
olders just glide back and forth on their steel ' 

frames with finger tip ease. THEY'RE CAT 
Ask your local stationer or office equipment dealer “ 

to show you how Guide-O-folders will solve your and 

filing and finding problems. 


GUIDE SYSTEM & SUPPLY CO. For labeling file folders, catalog sheets and charts 
335 Canal Street New York 13, N. Y. —used for identification, visual index markers, 


map stickers—for air mail and sjecial delivery 


stickers —address and address changes and hun- 
dreds of other uses. There’s no limif to the con- 
venience and utility of Avery Labels. 
And every office labeling job can be faster, cleaner 
and neater with Avery Kum-Kleen. There's no 
messy gluing or licking, because Avery Labels 
are self-adhesive. They stick instantly at the touch 
Sees S.0,,, Bi of a finger—and stay stuck—yet they're easily 
removed when necessary! 


Gear s, Wars 


dealers: Be sure your stocks of Avery Labels 
byokas soy, —\\ are complete for all office needs. Free sali s aids — 
[ ; displays, mats and literature are available, See 
\\ your Avery salesman or write for samples today! 
Penis zz \ : 
| 


‘ ay 
Coun eye i ' } type, stamp or write on them 
---you'll save time and money! 


Self-adhesive Avery Labels come in your 
choice of 25 popular shapes and sizes. 


v-5051 ay 


V-6281 (Red and Blue 


Special Delwery | V-5052 


"packed with any édleg assortment as ordered. , f- V-6282 (Yellow and Green Yellow 
i "Order ong for immediate shipment or write ’ as . V-5053 


illustrations are 
one-fourth actual size 


Red 


Green) 


54 WASHBURN AVE., 


RGE B. GRAFF : a e AVERY ADHESIVE LABEL CORP., Resale Div. 151 


117 Liberty Street, New York 6 ¢ 608 South Dearborn Street, Chicago 5 
1616 So. California Ave., Monrovia, Cal. ¢ Offices in Other Principal Cities 
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Seleo “Guide-Rite Plasti-Top 
Follow-Up” file folder 


— ne - _ ae 


Quality Park mailing envelope 


POLLOW-UP FOLDER 


— 
—————— 
Sas 


Sr OS 


Smead’s “Cell-U-Weld” folder 
(See Greene Engraving Co.) 


The company is also prepared to 
supply drawer frames for ready installa- 
tion in any cabinet. It also offers desk 
Other 
Filex equipment includes cards, guides, 
and folders. 

Prices. For No. HF-215 letter-size 
folders, $14.80 per hundred; for No. 
HF-225 legal-size folders, $16.75 per 
hundred. 


outhts and other accessories. 


Delivery. Immediate. 


Ennis Tag & Salesbook Co. 
Illustrated on page 64 are several 
file guides from the line manufactured 
by the Ennis Tag & Salesbook Co. 
These guides are made from 20 and 
25 point grey pressboard and are avail- 
able in letter, legal, bill, document, 
check, card, and posting machine sizes. 
Ennis file guides are manufactured 
with plain tabs, flat metal tabs, angled 
metal tabs, celluloid tabs, insertable 
celluloid tabs, and angled celluloid tabs. 
Other products offered in the Ennis 
line are file folders and index cards. 
Prices. Vary with size and style. 
Delivery. 


pressboard was limited late in Septem- 


Although the supply ot 


ber, the company expected to be able to 
make immediate delivery on all items 
by the time this issue went to press. 


Export Specialties Co. 

Export Specialties Co. offers a va- 
riety of filing supplies, including the 
“Nepaco” folder illustrated in the left 
hand column. 

Nepaco folders are available in both 
letter and legal sizes and can also be 
obtained in seven or eight ¢/m salmon 
or green .017 rope Bristol. For use 
with these folders, the company mar- 
kets spiral file folder fittings. The 
compressor measures 5*4 by %4 inches 
and is nickeled and provided with 
springs of coiled music wire. 

Other Export Specialties products in- 
clude clip boards, lever arch files, book 
files, and hole punches, 

Prices. Of Nepaco folders: Letter 
size (No. 912), 25 cents; “official” 
size (No. 911), 30 cents. Of spiral file 
folder fittings, 8 cents. 


The Globe-Wernicke Co. 

The “Safeguard” system of filing, 
manufactured by Globe-Wernicke, is 
pictured on page 65 in the form of a 
display which shows its essential parts. 
This is a complete outfit, containing 25 
alphabetical guides, together with file 
folders and labels. 

The system is designed to be capable 
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of unlimited expansion. The 25-guide 
alphabetical system can be enlarged to 
a 3,000-guide system. Other guide 
plans are also available, including geo- 
graphical, subject, and numerical plans. 
All of these are offered in both letter 
and legal sizes. 

The primary guides have angular 
tabs of green celluloid. These are used 
in the first three positions from the left. 
The individual folders are of two-fifths 
cut, occupying the extreme right posi- 
tion. The free space between is lett 
for auxiliary special name guides, and 
auxiliary alphabetic or monthly guides, 
using angular celluloid tabs of either 
yellow or orange. 

Miscellaneous folders, with red ang- 
ular celluloid tabs, may be used in the 
first three positions, and “out” guides, 
with blue angular celluloid tabs, are 
designed to occupy the central fourth 
position when applicable. 


George B. Graff Co. 

The George B. Graff Co. manutac- 
tures sets of “Cellugraf” file signals, 
which, in the form of a counter display, 
are illustrated on page 65. 

These “Nu-Vise” projecting signals 
are of the transparent type and are 
available in a variety of colors. They 
are packaged 20 to the card or 100 to 
the box. 

Other Graffco products include index 
tabs, paper clips and map tacks. 


Handi-Blott Co. 

A new product in the Handi-Blott 
line is the “Triclip” binder which ap 
pears in an illustration on this page. 

The feature of this binder is the clip 
mechanism which makes it possible to 
file from one to 150 sheets without 
punching. This mechanism, which can 
be seen in the illustration, is of a special 
steel, nickel-plated. The binder itsel! 
is of green pressboard, and is manutac- 
pears in an illustration on page 62. 

Handi-Blott also produces lever arch 
folders in letter and legal sizes, perto- 
rators, and other items. 

Prices, Of the Triclip binder in letter 
size, about 50 cents and in legal size, 
about 60 cents. 

Delivery. Immediate. 


Jayem Sales Corp. 

Jayem has recently introduced a ver 
tical desk-top file with a utility drawer. 
This lightweight unit is identified as 
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These handy Dewssoon items will help you save 
time, cut down errors, make work easier: 


SHIPPING TAGS «+ METAL RIM AND KEY TAGS «+ COIN CARDS 


NOTARIAL SEALS * GUMMED REINFORCEMENTS + INDEX TABS 
MENDING TAPES 


The singing child on this year’s Christmas Seal is a symbol 

of hope and faith in the future, and a pledge to the present 
The hope is the eventual eradication of tuberculosis, the -_— 
is in the proved methods of your national, state, and loca 
tuberculosis associations. The pledge is your joining with 
13,000,000 of your fellow Americans who this year will buy 
and use Christmas Seals. 


Contribute today and join in singing 
to all humanity, to all the world, 


“Happy Christmas, Little Friend.” t on 
' ro. + 


Buy Christmas Seals 


Because of the impor- 
tance of the above 
message, this space 
is contributed by 
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GUMMED LABELS 
PRES-A-PLY LABELS * ADDRESS LABELS + ADDRESSING LABELS IN SHEETS 
LABELS + AIR MAIL LABELS « FILE FOLDER LABELS * SEALING AND ENCLOSURE LABELS 
PAPER FASTENERS 


DAY AFTER DAY 
+ 
Deunison 
OFFICE AIDS 
SAVE TIME AND MONEY 


Dennison makes dozens of “big 
little things” that bring better 
results to hundreds of office 
jobs such as: keeping records, 
addressing and marking mail, 
preparing file folders, labeling, 
assembling binders, mending 
torn papers. 


Let these versatile Dennison 
office aids simplify and speed 
your work. Call your stationery 
supplier today. 


* CAUTION 


Pe 


ACCO FASTENER 


To Bind Papers Together 
To Keep Perfect Order 
To Prevent Loss 


Make Acco Fasteners the basis of your filing sys- 
tem. They keep papers bound together—loose leaf 
style—preventing loss, mis-filing, wasted time. Use 
them alone, in Accobind Folders, or in Accopress 
Binders. Sizes for all standard loose leaf centers. 
Ask your stationer. 
ACCO PRODUCTS. Inc. 
Ogdensburg, N. Y. 


In Canada: Acco Canadian Co., Lid., Toronto 
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No. M27 and is pictured on page 64. 

This file has seven vertical compart- 
ments, each one capable of accommodat- 
ing one and one-half inches of file mate- 
rial. In the base of the unit is a utility 
drawer. The file rests on four rubber 
bumpers, and its overall measurements 
are 11 by 11 by 9% inches. Available 
finishes are green and grey. 

In addition, Jayem offers the No. 
M103 stationery tray for desk drawers, 
which was shown on page 64 of the 
August issue of this magazine in the 
“New for the Office” section. 

Prices. Of the No. M27 vertical file, 
$7.50; of-the No. M103 stationery tray, 
$4.98. oS 

Delivery. Immediate, 


Oxford Filing Supply Co.. Ine. 


Oxford’s “Flexindex” system of file 
guides is made for card files and is 
available tor use with 3 by 5-, 4 by 6, 
and 5 by 8-inch cards. A card drawer 
indexed with a typical set of Flexindex 
guides is shown on page 66. 

This is a three-position system. The 
first position, at the left, is used for al- 
phabetical breakdown. The second, or 
center, position is used for common sur- 
names or business names, and the third 
position, at the right, is used for given 
names or initials in order to provide a 
breakdown of cards under a given sur- 
name. 

A feature of the “Thindex” guides is 
that their greatest bulk is placed above 
the level of the cards. According to the 
company, this reduces the space occu- 
pied by ordinary insertable tab guides 
by as much as 20 per cent. The manu- 
facturer further states that this saving 
can amount to from five to 13 feet of 
filing space in a file of 100,000 cards. 

The guides are of pressboard with 
celluloid welded to the tabs. The al- 
phabetical and proper name breakdowns 
are supplied to meet the particular re- 
quirements of the user. This is possible 
because all tabs are of the insert type 


Box of Dennison reinforced folder tab labels 


4 


ef 


and the inserts are selected as required. 
They are printed in 14 point type and 
are ready for insertion. 

Oxford also manufactures folders and 
guides for correspondence, index cards, 
“Rol-labels,” and other filing supplies. 


Quality Park Envelope Co. 


Among the supplies offered by the 
Quality Park Envelope Co, are mailing 
envelopes such as that shown on 
page 60. 


Handi-Blott “Triclip” binder These envelopes are made of light 
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Tools of the Office 


color Cameo Kraft in three substance 
weights: 32, 40, and 52. They are pro- 
vided with a large double-gummed flap 
and wide side seams. Nine sizes are 
obtainable, ranging from 5 by 11 inches 
to Il by 17 inches. 

Delivery. \mmediate. 


Remington Rand Ine. 

Remington Rand’s “Variadex” filing 
system is illustrated on page 65. This 
system is designed for use with four 
sizes of cards, and with letter, legal, 
ledger, and bill sizes. 

Variadex tabs are made in a left-hand 
position, with the basic breakdowns 
under each letter of the alphabet indi- 
cated by a color code. For example, 
‘Ba” to “Bd” or from 
“Oa” to “Od” would be orange; guides 
from “Be” to “Bh” or from “Oe” to 
“Oh” would be yellow. Green, blue, 


guides from 


and violet are similarly used to indicate 
other alphabetical subdivisions. 

The guide sets are designed so that 
they can be expanded indefinitely by 
the addition of guides as the files grow. 
The smallest set has 25 guides and the 


largest has 225,000 guides. 


Sell Corp. 

The Selco line of filing supplies has 
recently been augmented by the intro- 
duction of the “Guide-Rite Plasti-Top 
Follow-Up File Folder,” which is illus- 
trated on page 60. 

This folder serves both as a tickler 
file and a correspondence file. It has a 
month-and-date schedule printed across 
the top in large type. The tickler de- 
vice is a colored plastic signal which 
slides across the folder top so that it 
can be placed to indicate any date de- 
sired. 

Provision is made for the insertion 
of a subject label, and this label, in ad- 
dition to the scale and signals, is pro- 
tected by a transparent plastic top. 
This top is securely anchored so that 
the folder can be re-used many times. 
The subject labels are available in white 
and in five colors. The follow-up sig- 
nals are of green plastic and are part 
of the folder. 

The folder stock is tough and is 
scored for one-inch expansion. Folders 
are obtainable in letter, legal, and in- 


voice sizes. 


Shaw-Walker Co. 

Shaw-Walker’s “Super-Ideal” filing 
system, which appears in a picture on 
page 57, is intended for use with files 
consisting of four or more drawers. 
The numbers on the illustration refer 
to the following components of the sys 
tem: 

(1) Metal-tabbed alphabetic folders 
in two rows, with tabs at the left of the 
drawer. 

(2) Printed alphabetic folders, used 
for occasional letters, orders, and so 
forth, not occurring frequently enough 
to justify using a separate folder for the 
company, person, or subject with 
which the correspondence is con 
cerned. 

(3) Individual folders, for use when 
the amount of correspondence with a 
given address so warrants. 
~ (4) Wide metal-tabbed guides, placed 
at the far right of the drawer, for in- 
dexing the most prominent names. 

(5) Dated folders for accounts so ac 
tive as to require more than one folder. 
Folders are available with preprinted 
dates, such as “May-June” or “July- 
Aug.” Dated folders are printed with 
semi-annual, quarterly, bi-monthly, and 


Blank Insert 
Strips 


For Titles! 


— 


Typewriter Use.” | 


7 ~-4 


An 
AICO a 
WJ Exclusive! = 


and you breeze right through the: job. 


Now, At Your Stationer or Write Dept. 4, For FREE Sample! 


AIGNER 
INDEXES 


“You Don’t Have To 
SOFT ROLLER ME 
When You Use The New 


CYIBE}.TYPERITE 


INDEX TABBING With 
Pica Spaced Inserts!” 


“| Am . 
- a ° . s 
Accurstely | Saves 56% Typing Time 
Spaced On Typing 1, 2 or 3 Line Titles 
For a @ Typing is Faster, Easier 


@ Always On a Straight Line! 

@ Titles Are Neater, Cleaner! 

@ Ends The Need For Tedious, 
Fatiguing Soft Roller Work. 


AEQUIRED tan 


cut \ | 
$¥ \ 1 ho 


IT'S THE SPACING THAT DOES IT 


The new AICO TYPERITE TABBING has blank inserts 
spaced exactly 2 and 3 picas deep to permit use of the line 
space lever when typing titles. This ends the need for soft 
roller work when centering or positioning the titles on the 
insert strips. Just set the line space lever for 1, 2 or 3 spaces 


97 Reade St., New York 13, N. Y. 
426 S. Clinton St., Chicago 7, Il. 


FOR 


la 


8) 


TYPEWRITER 


An Annual Roller Change gives 
you Better Performance and 
Protects all working parts of 
your machine. 


YOUR 


‘Estar \\\. 
PLATEN 


For Best Results, Insist on 
a) FUTURISTIC 5-Star Platens 


Manufactured and Distributed to Office Machine Dealers by 


Ames Supply Company 


Contact Your Local Typewriter Dealer 
Or Refer to Your Red Book 
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Ashley “File-Rite” catalog rack 


monthly breakdowns. 

(6) Gummed labels with identifying 
color stripes, on which names are typed, 
and which are then placed over the tabs 
of individual tolders, as listed under 
(3) above. 

(7) “Out” guides, to provide a rec- 
ord of correspondence temporarily re- 
moved from the files. 

The Super-Ideal System is available 
in complete packaged units. Shaw- 
Walker will set up the system if it is 
delivered through a company branch 
or agency; in other cases, complete in- 
structions are included, 

The manufactures a 
variety of other filing systems, guides, 


company also 


tolders, labels, and other supplies. 


The Smead Mfg. Co., Ine. 
Smead’s Cell-U-Weld follow-up fold 
ers are designed to provide a con- 
venient method of bring correspond 
ence or other material to the attention 
ot persons concerned at a predeter- 
mined date. 


described as a 


The system might be 

tickler file in which 
folders are used instead of cards, with 
the folders actually containing the ref- 
material. 


erence See the picture on 


page 60. 


Jayem No. M27 desktop file 


The tollow up device consists of a 
pair of sliding signals and two printed 
date scales. The signals slide in a cellu- 
loid channel; one signal can be placed 
over the name of a month, the other 
over a date. The signals are designed 
to be readily movable, yet to stay in po- 
sition once placed, Since the printed 
scale is protected by the celluloid, which 
is spot welded through perforations in 
the folder stock, the printing is pro 
tected against defacement by wear. 
Moreover, the welding process is de- 
signed to improve the durability o! the 
signal system. 

In addition to the signal feature, the 
folders have provisions for title inserts 
so that the folders can be re-used indeh 
nitely. The folders themselves have a 
capacity of up to one inch of filing 
material and are constructed of sturdy 


material. 


Charles C. Smith Co. 

This company manufactures a mov- 
able steel guide tab or signal, which it 
sells under the name “Opnwindo.” 
One of these guide tabs is illustrated on 
page 66. 

This item is of steel. It is provided 
with steel spring jaws to give it a firm 


ea tyre <t 
i tl ~ ere 


Ennis file guides 


grip on any folder or guide to which 
it may be attached. The manufacturer 
states that it can be moved from one 
folder to another without any loss of 
spring tension. 

The tab itself is designed to hold an 
The 


written or typed on in the customary 


insertable label. label may be 
manner, and can be slipped in or out 
of the guide as required. The label is 
protected by an acetate window in the 
tab. 

This signal is finished in a non-glare 
black with rounded edges and corners. 
It is available in one-inch 


inch sizes, and can accommodate a two- 


and two- 


line typewritten label. 

Prices. Of the one-inch size, $1.25 
per box of 25; of the two-inch size, 
$1.50 per box. 


perforated labels in strips, acetate win- 


The box also contains 


dows, and instructions. 
Delivery. 
and office supply stores. 


Available from stationery 


Speed Products Co., Ine. 

Speed Products Co. manufactures a 
variety of filing supplies, including file 
fasteners of two types, pressboard cov- 


crs, pressboard tolders, index tabs, etc. 


Dunleavy “Filex” hanging folders 
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Tools of the Office 


One of the fasteners, the “Koverlox” 
design, is shown on the next page. 

The Koverlox binds by the process 
of compression. One of the two prongs 
that stick up through the paper to be 
bound is inserted in the slot at one 
end of the fastener. The other prong 
is bent flat against the paper. The 
fastener, containing the first prong, is 
then bent down and hooked over the 
first prong. 

Since the fastener does not require 
the use of a slide, it is flatter and uses 
less space in the files. Fasteners are 
available with center-to-center measure- 
ments of 24, 414, 6, 7, and 8% inches 
and with prong capacities of one or 
two inches. Special “Sky-Hy” prongs 
are obtainable to increase the capacity 
as much as six inches. 

Speed Products also manufactures a 
slide type 


fastener known as_ the 


“Speedway.” 

Prices, Prices of the Koverlox range 
from a high of $2 per hundred to a 
low of $14 per thousand, depending 
on quantity ordered and prong capac- 
ity. These figures are for standard 234- 
inch centers. Corresponding prices of 
the Speedway are $2.90 and $22. The 
company will also quote prices on other 
sizes and capacities. 


Universal Pad & Tablet Corp. 

Universal manufactures index or fil- 
ing cards in 3 by 5-, 4 by 6-, 5 by 8-, 
and 6 by 9%-inch sizes. All sizes are 
available in white, ruled or unruled, 
and all but 6 by 9 cards may be had 
in the following colors: canary, sal 
mon, blue, buff, green, and cherry. 

A feature of Universal cards is their 
precision cutting to insure uniformity 
of size. 

Delivery. Immediate. The company 
is prepared to handle orders from one 
thousand to five million cards without 
delay. 


The Victor Safe & 
Equipment Co., Inc. 


Pictured on page 57 is the suspend- 
ed file system offered by The Victor 
Sate x Equipment Co, This is one of 
several filing systems produced by that 
company. 

The advantages claimed for suspend- 
ed files include the fact that all space 
in a drawer is filing space, since fol- 
lowers and compressor blocks are not 
In addition, folders do not 
sag or pile up. 


required, 


December, 1953 


In the Victor system, the alphabetical 
guide folders serve both as guides and 
miscellaneous folders, a feature de- 
signed to simplify the system, The 
folders hang from a metal frame, on 
which they glide easily. The frame is 
considered easy to assemble and _ its 
construction permits adjustment in both 
length and width. It is available for 
letter- and legal-size drawers with a 
depth varying from 21-13/32 to 28- 
7/16 inches. 

“Visible 
Name” filing system which permits 


Victor also produces a 
alphabetical, subject, or geographical 
Also marketed is the “Adjust 
o-flex” expanding index for card files, 


filing. 


which is designed to permit indefinite 
is available for use with 
3 by 5-, 4 by 6-, and 5 by 8-inch cards. 


expansion. It 


Yawman & Erbe Mfg. Co. 


Yawman & Erbe’s “Direct Name” 
filing system is pictured on page 66. 
This system is based on the premise 
that alphabetical indexing provides the 
fastest and most accurate method ot 
finding material, whereas numerical 
indexing offers the quickest and most 


accurate means of filing it. 


In the Direct Name system, alpha 
betical guides, using slanted metal tabs, 
are employed in the second and third 
positions. Corresponding to these tabs 
are the miscellaneous folders for each 
letter. These have tabs in the first 
position and are used for filing material 
which is small enough in volume not 
to require a separate folder for the 
company or individual concerned. 


To the right of these three are the 
wide tabs used on the individual fold- 
ers. They are used when the bulk of 
correspondence with any company or 
individual justifies maintaining a sepa- 
rate folder for it. In addition, “Out” 
folders are provided to record the lo- 


cation of material when removed. 


While the principal method of filing 
is alphabetical, each tab is numbered 
consecutively as an aid to placing mate 
rial in the files. 

This system is available in four styles 
of make-up; these are designed for 
businesses of various sizes. No. N125 
D is used for files containing 5,000 
papers, or, in other words, the equiva- 
lent of a single file drawer. No. 140-D 
is intended for 10,000 papers, No, 180- 
D for 20,000 papers, and No. 1120-D 
tor 30,000 papers. 


Prices. Of No. N125-D, $8.75; of 
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Graff Co. 


Globe-Wernicke “Safeguard” system 
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No. N140-D, $13.15; of No. N180-D, 

$28.85; and of No. N1120-D, $45.35. 

These prices are éor single sets, 
Delivery. Immediate. 


Manufacturers’ List 


Filing Supplies 

Acco Products, Inc. 

Riverside Drive, Ogdensburg, N. Y. 
Advanco Products Div., Advance Sales- 

book Co, 

148 W. 24th St., New York 11, N. Y. 
Aigner Co., G. J. 

426 S. Clinton St., Chicago 7, Ill. 
Allied Loose Leaf Corp., The 

Merrick, L. I., N. Y. 
Amberg File & Index Co, 

27 Duane Bivd., Kankakee, Ill. 
American Fiber-Velope Mfg. Co. 

229-233 N. 63rd St., Philadelphia 39, 

Pa. 
Ames Safety Envelope Co. 

21 Vine St., Somerville, Mass. 
Arrow Paper Products Co. 
502-504 W. 30th St., 

N. ¥. 
Art Metal Construction Co, _ 
Jamestown, N. Y. 
Ashley, Harry K. 
2305 Cherry St., San Leandro, Calif. 
Associated Traders Inc. 
8th Ave. & Bryan St., Denver, Colo. 


New York, 
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Speed Products’ “Koverlox” fastener 


Yawman & Erbe “Direct Name” system 
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Bainbridge, Kimpton & Haupt, Inc. 
218 Greenwich St., New York 8, 
i, oe a 

Barkley & Co., C. L. 

1220 W. Van Buren St., Chicago 7, 
Il. 
Boorum & Pease Co. 
84 Hudson Ave., Brooklyn 1, N. Y. 
Burkhardt Co., The 
549 W. Larned St., Detroit 26, Mich. 
Carbonized Paper Co., The 
1044 N. 21st St., Lincoln 1, Nebr. 
Cel-U-Dex Corp. 
1 Main St., Brooklyn 1, N. Y. 

Cook Co., The H. C. 

18 Beaver St., Ansonia, Conn. 

Cooke & Cobb Co., The 

122 E. 23rd St., New York 10, N. Y. 

Cooks’, Inc. 

780 Wright Ave., Camden 1, N. J. 
Daco Card & Index Co. 

301 Congress St., Boston 10, Mass. 
Dennison Mtg. Co. 

300 Howard St., Framingham, Mass. 

The Dunleavy Co. 

87 Rumtord Ave., Waltham 34, Mass. 

Elbe File & Binder Co., Inc, 

649 Alden St., Fall River, Mass. 

Ellingsworth Mig. Co. 

200 S. Peoria St., Chicago 7, Ill. 

Ennis Tag & Salesbook Co. 

214 W. Knox St., Ennis, Texas 

Ever Ready Label Corp. 

357 Cortland St., Belleville 9, N. J. 

Export Specialties Co, 

Box 401, Staten Island 2, N. Y. 

Filing Equipment Bureau, Inc. 

27 Melcher St., Boston 10, Mass. 

Filmsort, Inc. 

50 S. Pearl St., Pearl River, N. Y. 

Gabe Mfg. Corp. 

320 Broadway, New York 7, N. Y. 

Globe-Wernicke Co., The 
5025 Carthage Ave., Cincinnati 12, 
Ohio 

Graft Co., George B. 

34 Washburn Ave., Cambridge 40, 
Mass. 

Grand Filing Supply Co., The 
Grand Haven, Mich. 

Green, Inc., T. 

11 West 30th St., New York 1, N. Y. 


°C. 
CANTER WR UR 


Smith “Opnwindo” guide tab 


Oxford “Flexindex” system for cards 
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Tools of the 


Office 


Greene Engraving Co. 
357 Minnesota St., St. Paul 1, Minn. 
Guide System & Supply Co. 
335 Canal St., New York 13, N. Y. 
Gussco Sales, Inc. 
337 Winston St., Los Angeles 13, 
Calif. 
Hall & McChesney, Inc. 
1233 Oswego Blvd., Syracuse 2, N. Y. 
Handi-Blott Co. 
40 E. 20th St., New York 3, N. Y. 
Heineman Office Equipment Co, 
4 N. 8th St., St. Louis 1, Mo. 
I.D.L. Mfg. & Sales Corp. 
132-138 Lafayette St., New York 13, 
i a 
Imperial Methods Co. 
750 S. Circle Ave., Forest Park, Ill. 
Jaybee Tray Co., Inc. 
381 Fourth Ave., New York 16, N. Y. 
Jayem Sales Corp. 
31 Coffey St., Brooklyn 31, N. Y. 
Kay-Dee Co., The 
719 P St., P.O. Box 1466, Lincoln 1, 
Nebr. 
Koller & Smith Co., Inc. 
41 Chambers St., New York 7, N. Y. 
Magic Circle Mig. Corp. 
322 N. Rosendale, Tulsa. Okla. 
Master Products Mfg. Co. 
3480 E. 14th St, Los Angeles 23, 
Calif. 
McMillan Book Co. 
701 E. Genesee St., Syracuse 1, N. Y. 
National Fiberstok Envelope Co. 
Allegheny Ave. at 2nd St., Philadel- 
phia 33, Pa. 
Nebraska Salesbook Co. 
21st & Y Sts., Lincoln, Nebr. 
New Era Loose Leaf Co., Inc. 
520-24 W. Broadway, New York 12, 
Nw. Y. 
Northern States Envelope Co. 
300 E. 4th St., St. Paul 1, Minn. 
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Manufacturers’ 
(Continued ) 


Oxford Filing Supply Co., Inc. 
Clinton Rd., Garden City, N. Y. 
Penny Label Co. - 
13 Murray St., New York 7, N. Y. 
Prudential Paper Products Co., Inc. 
218 William St., New York 7, N. Y. 
Prudon Specialty Mfg. Co., The 
456 Boulevara, Hasbrouck Heig...., 
N. J. 
Quality Park Envelope Co. 
450 N. Syndicate St. St. Paul 4, 
Minn. 
Realty Supply 
5901 Southwest Ave., St. Louis 9, Mo. 
Recordplate Co., The 
16 E, Holly St., Pasadena 1, Calif. 
Remington Rand Ine. 
315 Fourth Ave., New York 10, N. Y. 
Reyburn Mfg. Co., Inc., The 
l6th & Indiana Ave., Philadelphia 32, 
Pa. 
Rockwell-Barnes Co. 
35 E. Wacker Dr., Chicago 1, Ill. 
Ross-Gould Co. 
309 N. 10th St., St. Louis 1, Mo. 
Royal Index Tab Co, 
62 Cooper Sq., New York 3, N. Y. 
Rubin, Rubin & Rubin Corp. 
180 Mott St., New York 12, N. Y. 
Sell Corp. 
500 S$. Clinton St., Chicago 7, Ill. 
Shaw-Walker Co. 
1950 Townsend St., Muskegon, Mich, 
Sheppard Co., The C. E. 
4401 21st St., Long Island City 1, 
N. Y. 
Smead Mfg. Co., Inc., The 
309-311 Second St., Hastings, Minn. 
Smith, Charles, Co., Inc. 
Box 385, Exeter, Nebr. 
Southern Folder & Index Co., Inc. 
310 E. Cedar St., El Dorado, Ark. 
Speed Products Co., Ine. 
32-01 Queens Blvd., Long Island 
City 1,.N.. ¥. 
Tab-Tex Corp. 
3913 Second Ave., Brooklyn 32, N.Y. 
Universal Pad & Tablet Corp. 
15 Park Row, New York 38, N. Y. 
Vevier Loose-Leaf Co., Inc. 
2533 Sullivan Ave., St. Louis 7, Mo. 
Victor Safe & Equipment Co., Inc., The 
315 Fourth Ave., New York 10, N. Y. 
VisiRecord, Inc. 
34 Railroad Ave., Copiague, L. I. 
N. Y. 
Vue-Fax Corp. 
655 Main St., Westbury, L. 1, N. Y. 
Wabash Filing Supplies, Inc. 
P.O. Box 196, Wabash, Ind. 
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Wansco Paper Products Co., Inc. 

409 Pearl St., New York 38, N. Y. 
Warshaw Mfg. Co., Inc., The 

1 Main St., Brooklyn 1, N. Y. 
Watson Mtg. Co., Inc. 

Jamestown, N. Y. 
Weis Mig. Co., The 

300 Union St., Monroe, Mich. 
Wheeldex & Simpla Products, Inc. 

40 Bank St., White Plains, N. Y. 
Wilson Jones Co. 

209 S. Jefferson St., Chicago, Ill. 
Yawman & Erbe Mfg. Co. 

1045 Jay St., Rochester 3, N. Y. 
Zephyr American Corp, 

95 Morton St., New York, N, Y. 


Association News 


THE CALIFORNIA PERSONNEL 
MANAGEMENT ASSOCIATION, 
meeting for its 30th Pacific Coast Man- 
agement Conference at the Hotel Clare 
mont in Berkeley, Calif., heard Pitney- 
Bowes’ President Walter H. Wheeler, 
Jr. stress the importance of sincerity 
and integrity in personnel relations, 

Said Mr. Wheeler, “It’s a difficult 
thing to get across to a foreman or su- 
pervisor that the secret of real leader- 
ship is character, It is not easy to con- 
vince a manager of men that conform- 
ance which is won by force is not lead- 
ership, but tyranny; that the more we 
trust employees with all the facts, the 
more they are inclined to accept our 
judgment and decisions; that by con- 
sulting with employees we don’t risk 
losing prerogatives, but actually, restore 
faith.” 


THE RECORDS MANAGEMENT 
ASSOCIATION of New York met on 
November 9th at 3 W. 5lst St.. New 
York. The speaker of the evening was 
Mr. James F. Foley, director of prod- 
ucts and methods research, Remington 
Rand Inc., whose subject was “The 
Procedure Manual.” 


THE SPECIAL LIBRARIES ASSO- 
CIATION has announced, through its 
Keck, that 


Miss Marian E. Lucius has been ap- 


president, Mrs. Lucile L. 


pointed to the post of executive secre- 
tary. Miss Lucius comes to the Asso- 
ciation from Price Waterhouse & Co.., 
where she has served as librarian since 
1946. Mrs. Kathleen B. Stebbins, the 
former executive secretary, is now with 
the Detroit Public Library. 


THE AMERICAN INSTITUTE OF 
MANAGEMENT has 
through President Jackson Martindell, 
the election to the board of directors 
of Dr. Edward R. Weidlein, president 
of the Mellon Institute of Industrial 
Research. 

Other directors of the A.I.M. are C. 
Canby Balderston, dean of the Wharton 
School of Finance and Commerce; Wil- 
liam C. De Vane, dean of Yale Col- 
lege, Yale University; Alfons B. Landa, 
partner, Davies, Richberg, Tydings, 
Beebe & Landa; Jackson Martindell; 
Wheeler Sammons, publisher, of 
“Who's Who In America”; and Ord 
way Tead, editor and director of Har- 


announced, 


per & Brothers. 


THE OFFICE EXECUTIVES ASSO 
CIATION of New York met for lunch 
eon on November 4th at the Masonic 
Club and heard a lecture by Dr. James 
F. Collins, supervisor of training and 
personnel at Universal Atlas Cement 
Co. Dr. Collins spoke on “Building 
Sound Employee Relations.” 

\t the regular monthly dinner meet- 
ing, held on November 18 at the Hotel 
Belmont Plaza, the OEA listened to a 
discussion on “The New York Stock 
Exchange, Greatest Free Market of the 
World.” The speaker was Col, John 
Haskell, vice president of the Ex- 
change. 

The Association is continuing its 
series of Research and Study Division 
activities, which include meetings de- 
voted to machines and equipment, 
methods and procedures, administrative 
planning, communications, personnel 
administration, and salary survey. 


THE AMERICAN INSTITUTE OF 
ACCOUNTANTS has elected Arthur 
B. Foye, New York CPA, to the presi 
dency, to succeed Jay A. Phillips, CPA, 
of Houston. Mr. Foye is senior part- 
ner of Haskins and-Sells and has been 
a member of the ALA since 1927. He 
served as Tice president in 1951-52 and 
is a member of the executive commit- 
tee and chairman of the foreign affairs 
committee, 

Four vice presidents were also elec- 
ted: Michael C. Conick, CPA, of Pitts 
burgh; James E. Hammond, CPA, of 
San Francisco; Wallace M. 
CPA, of Detroit, and John A. Peyroux, 
CPA, of New Orleans. W. M. Black, 
CPA, of Short Hills, N. J., was elected 
treasurer. 


Jensen, 
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People in the News 


T. V. LEARSON 
has been appointed 
general sales man- 
ager of the Interna- 
tronal Business Ma- 


chines Corp., mov- 
ing up to that posi- 
tion from the 


managership of the 


sales 


T. V. 


electric accounting 
Learson 


machine division. In 
his new post, Mr. Learson wil! take on 
administrative responsibilities in con- 
nection with all tour of IBM’s product 
divisions: electric accounting machine, 
electric time 
and applied science divisions. 

Orland M. Scott, been 
IBM's district manager with headquar- 
ters in Cincinnati, succeeds Mr. Lear- 
son as sales manager of the electric ac- 
counting machine division, and Bruce 
S. Chandler, Jr. has been appointed to 
succeed Mr. Scott. 

IBM also announced that William 
L. Lewis, vice president of its Endicott 
(N. Y.) plant, has 
been appointed vice 


typewriter, equipment, 


who has 


president in charge 
of purchasing. He 
will be responsible 
company’s 
procurement, pur- 
chasing, and subcon- 
tracting at all loca- 
tions. 

/. W. Schnackel 
has been named general manager of 
the Endicott plant, and J. J. Bricker 
has been appointed director of person- 
nel tor the company. 


for the 


William L. 
Lewis 


OWEN B. GARDNER has been a- 
pointed manager of accounting ma- 


The National Cash 
Register Co., succeeding the late C. B. 
Tompkins. 

Mr. Gardner, a graduate of Illinois 
College, joined the company in 1939 
as a salesman and has since served as 
sales manager in Akron, Pittsburgh, 
and Chicago, 


chine sales for 


He moves to the Dayton headquar- 
ters from Los Angeles. 


HARLOW MACE, president of the 
Office Equipment Co., of Chicago, has 
heen elected president of the Executive 
Furniture Guild, 
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JOHN L. CONNOLLY, secretary and 
general counsel of the Minnesota Min- 
ing and Mfg. Co., St. Paul, has been 
elected president of the National Tax 
Association for the coming year. Mr. 
Connolly is nationally known as a tax 
authority. He has been vice president 
of the Association for the last year. 


BEN PHILBRICK, who has been sales 
manager of Pelouze Mfg. Co., Evan 
ston, Ill., for the last six years, has been 
made vice president of that company. 


This announcement comes from Bruce’ 


Adams, Jr., president of Pelouze, Mr. 
*hilbrick will continue to act also as 
sales manager. Pelouze manufactures 
postal scales and scales used for house- 


hold and other purposes. 


JOHN C. KERN has been named spe- 
cial assistant to B. F. Cutler, vice presi- 
dent and treasurer of The McBee Co., 
Athens, Ohio, manufacturer of special 
accounting equipment and forms. Mr. 
Kern, a graduate of Massachusetts In- 
stitute of Technology, will work with 
Mr. Cutler on special projects and fu- 
ture planning. 


GILBERT E. JONES, who has been 
assistant sales manager of the electric 
accounting machine division of Inter- 
national Business Machines Corp., has 
been promoted to the positon of ex- 
ecutive assistant assigned to general 
administrative activities in the office of 
President Thomas J. Watson, Jr. Mr. 
Jones has been with IBM since 1938. 


L. D. MARKHAM has been appointed 
national sales manager of Underwood 
Corp.'s supply division, it was recently 
announced by Vice President W. F. 
Arnold. 

Mr. Markham, a graduate of the Uni- 
versity of Illinois, joined the company 
in 1938 as a supply salesman. Later 
he became southern district supply 
manager and served in the position 
until 1952, when he was made supply 
manager of the western district. 


GERALD S. MAYHAM has been ap- 
pointed vice president in charge ot 
sales for The C. E. Sheppard Co., man- 
ufacturers of Cesco loose leaf equip- 
ment and business forms, of Long 
Island City, N. Y., according to an 
announcement from the office of Presi- 
dent John W. Sheppard. 

Mr. Mayham’s appointment is part 
of Sheppard's program of expansion. 
The new vice president has had long 


experience as a sales executive. 
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JOSEPH H. WASHBURN has been 
made technical assistant to the general 
sales manager of Ozalid, moving to 
that post from the general manager- 
ship of Ozalid’s Detroit factory. 

Mr. Washburn had held his previous 
position since 1945. Prior to joining 
Ozalid, he had been associated with 
the Lockheed Aircraft Corp., where he 
was a pioneer in industrial applications 
of photography. This announcement 
was made by Lewis P. Naylor, Ozalid’s 
general sales manager. 

In his new position, Mr. Washburn 
will continue to be located in Detroit. 


HOWARD V. WIDDOES, vice presi- 
dent and general sales manager of Rem- 
Rand 
has been elected pres- 
ident of the Office 
Equipment Manutac- 
turers Institute. Mr. 
W iddoes succeeds Al- 
bert B. Dick Iii, 
president of the A. B. 
Dick Co. 


tions were held at a 


ington Inc., 


The elec- 
Howard V. 
Widdoes ; 

meeting cf the board 


of directors on November 4th at New 
York’s Waldort-Astoria Hotel. 


WALTER F. METZGER, control- 
ler of R. C. Allen Business Machines, 
Inc., Grand Rapids, Mich., has been 
elected to membership in the Control- 
lers Institute of America. 


David Fettes, construction expert 
for Kahn Associates, dies 
in Detroit 


David Fettes, who for many years 
was Chief Superintendent of Construc- 
tion for Albert Kahn Associates, Archi- 
tects & Engineers, died in Detroit on 
October 8 at the age of 88. 

Mr. Fettes was a native of Aberdeen, 
Scotland. Coming to this country early 
in his career, he worked first as a con- 
struction superintendent for a Canadian 
contractor. He with Albert 
Kahn in 1906 in a similar capacity, and 


started 


worked with the Kahn organization for 
forty years, contributing significantly to 
the design and construction of plants 
for such companies as Hudson Motor, 
Ford, Dodge, and General Motors. 

In addition, he worked on hospitals, 
office buildings, residences, banks, news- 
paper plants, and on factories for many 
other companies. He retired in 1946. 

Mr. Fettes is survived by his wife and 


two sons, 
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When you install a Rudd-Melikian auto- 
matic coffee dispenser, you get all the 
advantages of the ‘‘coffee-break”’ as a 
production tool and safety measure. 
You improve company efficiency and 
employee morale. You reduce time-out 
and waste-motion. 


Rudd-Melikian makes a complete line 
of machines for dispensing hot fresh 
Kwik-Kafe coffee. The R-M machines 
come in sizes to suit all offices or fac- 
tories. They supply coffee alone, or 
combination machines offer you your 
choice of Kwik-Kafe or fresh cold soft 


Mode! BCRS—THE COFFEE CUB 


drinks or Minute Maid orange juice. 


The benefits of the controlled ‘‘coffee- 
break” have been demonstrated in 
businesses from coast to coast. Here’s 
what Fact Finders Associates, Inc., 
found in a survey of companies which 
have installed on-the-spot coffee service: 


82°, noted reduction in worker fatigue 
75°; noted improved employee morale 
62°, noted increased worker productivity 
32°, noted reduced accident rate 

21°; noted reduced employee turnover 
16° noted reduced scrap 


15°% noted reduced waste 
12°) noted reduced absenteeism 


Surprising figures? You bet! And all 
due to a good cup of coffee. How would 
you like to equal those benefits in your 
place of business? It’s simple—just 
Rudd-Melikian 
coffee dispenser. There’s one to fit every 
need, every location. Each dispenser 
serves fresh, pure Kwik-Kafe coffee in 


install a automatic 


seconds—any hour of the day or night. 
We'll gladly tell you all about it. Just 
fill in the coupon and mail today. 


For use in smaller plants 
and offices. Water-cooler size 
yet a heavy-duty dispenser 
Serves 150 cups of Kwik-Kafe 
coffee. Rotary switch selec- 
tion of cream and/or sugar. 


Mode! CR4-A AUTOMATIC COFFEE DISPENSER 
For use in industrial plants, 
shops and businesses em- 
ploying 200 or more people. 
Dispenses 450 cups with one 
servicing. Rotary switch se- 
lection for cream and sugar. 


4-1N-1 COMBINATION UNIT 
A large capacity unit that 
serves 3 sparkling beverages 
and Kwik-Kafe coffee. Serves 
600 cups of cold, carbonated 
beverages; 450 cups of de 
licious Kwik-Kafe 


COFFEE -JUICE UNIT 
Serves 200 cups of piping hot 
Kwik-Kafe and 150 cups of 
healthfully delicious Minute 
Maid Orange Juice—each 
individually prepared, each 
refreshing and stimulating. 


Rudd-Melikian, Inc. 
1949 N. Howard Street 
Philadelphia 22, Pa. 


Gentlemen: Please call upon me on 


COUNTER MODEL COFFEE DISPENSER 
Provides 3-second service. 
With pre-heater serves over 
400 cups an hour. A com 
pact, attractive unit of stain- 
less steel construction. 


at 


A.M. 
P.M. I want to hear the success story of Rudd-Melikian 


Name 


Company 


Title 


RUDD-MELIKIAN 


CREATORS OF AN INDUSTRY 


Address 


City 


| 
| 
| 
| 
| 
| automatic coffee dispensers. 
| 
| 
| 
| 
| 
! 


State 
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Books and Pamphlets 
(Continued from page 13) 


Manufacturers’ Catalogs 
and Pamphlets 


Acme Bulletin & Directory Board 
Corp., 37 E. 12th St. New York 3, 
N. Y., has published a new catalog de- 
scribin name plates for desks, doors, 
countets, etc.; changeable letter bulletin 
boards; directory boards; cork bulletin 
boards; and other similar items. While 
many of these products are considered 
particularly applicable to banking insti- 
tutions, many are used extensively by 


other types of business organizations. 

Columbia Ribbon & Carbon Mfg. 
Co., Inc., Glen Cove, N. Y., is offering, 
without charge, a 20-page catalog of 
ribbon, carbon and hectograph prod- 
ucts. In addition to product informa- 
tion the catalog contains information 
on such subjects as “Tips on Selecting 
Carbon Paper,” “Hints to the Dupli- 
cator Operator,” and “What to Look 
For in a Ribbon.” 


International Business Machines 
Corp., 390 Madison Ave., New York 
22, N. Y., will send a free copy of a 
booklet called Type 526 Summary 
Punch for Investment Brokers and Se 
curity Dealers. Requests should be ad- 


DEVICES 


There is a Crown marking device for 


Any marking Problem 


For the best in marking devices insist 


on the Crown Line. 


Write today for 100 page 


illustrated catalog 296; it’s 


FREE! 


80 DUANE STREET 
NEW YORK 7, N. Y. 
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dressed to the IBM Department of In- 
formation; the booklet is identified as 
“Application Development No. 15.” 
The Type 526 Summary Punch simul- 
taneously punches and interprets sum- 
mary data in IBM cards, and when not 
in use as a summary punch can be used 
for automatic or manual punching of 
cards. The booklet describes pro- 
cedures for use in connection with pur- 
chase and sales records, security ledgers, 
and customers’ and general ledger 
bookkeeping statements. 


Magne-Dex Sales of New York, Inc., 
21 E. 40th St. New York 16, N. Y., 
has prepared a booklet on Magne-Dex, 
a visible record system in which each 
card carries a metallic strip which can 
be magnetized to create similar elec- 
trical charges on each card, thus caus- 
ing the cards to separate so they can 
be easily read. Magne-Dex was de- 
scribed in the “Tools of the Office” sec- 
tion of the September issue of this 
magazine, on page 59. 


The C. E. Sheppard Co., 44-01 21st 
Street, Long Island City 1, N. Y., is 
distributing two new catalog sections. 
The first, Section D, is devoted to 
prong binders, and includes pictures, 
specifications, and prices. The second, 
Section G, is concerned with visible 
systems and equipment. Listed are 
binders, accessories, forms, etc. Copies 
of either or both of these sections can 
be obtained from the company. 


Stacor Equipment Co., 768-778 E. 
New York Ave., Brooklyn 3, N. Y., 
has issued a catalog showing its steel 
drafting room furniture and its line of 
drawing, tracing, and X-ray equip- 
ment, including tables, filing cabinets, 
and other items. The catalog includes 
information on the production and de- 
sign features of each unit, together 
with dimensions and other specifica- 
tions. This new Stacor Catalog may 
be obtained by writing to the company 
at the above address. 


Talk-A-Phone Co., 1512 S. Pulaski 
Rd., Chicago 23, Ill., lists its line of 
intercommunication equipment in a 
new catalog which is available from the 
manufacturer. In addition to provid- 
ing illustrations, specifications, and 
other information, the booklet discusses 
the question of where to use intercom 
systems and how to figure require- 
ments. 
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Coming Events 


A QUALITY 
D ESK PLATE Institute of Radio Engineers 


Association for Computing Machinery 
"Executive Model" American Institute of Electrical 
Engineers 
Dec. 8-10 
Computer Conference and Exhibition 
Statler Hotel, Washington, D. C. 


A NAME PLATE THAT WILL Office Management Association 
GRACE THE FINEST OF DESKS ot Chicago 


: ; , Mar. 8-11 
Executive Model Desk Plate with face > . . : 
size: 2” x 12”. Heavy Reverse engrav- 1954 OMAC Business Show 
ing in %4 inch clear, beveled, plexi-glass, 
mounted on solid walnut log, natural 
satin finish, felt base. Wil! accommo- 


Conrad Hilton Hotel, Chicago 


ss 
letters or fourteen 
letters ONLY National Association of 


Write for quantity discounts and Catalog of Cost Accountants 
other Time and Money Savers for the Office. 
Apr. 20-23 


ee Seventh Annual Southern California 
we Business Show 


Biltmore Hotel, Los Angeles 
P. 0. Box 1753 Fort Worth, Texas 
e 


New schedule National Office Furniture 


for Association 
“Tools of the Office” May 8-11 


listed 1954 Convention 


on page 58 Hotel Sherman, Chicago 


-— 
AV om A 
OF BUSINESS LITERATURE 


“*Clear the Desks for Action!’’ 


“BIZ-RAKS” provide convenient and_ orderly 
visible filing for trade magazines, price lists, 
catalogs, etc., in modern Aluminum “hang-up” 
fixtures, 4842” high; only 344” out from wall; in 
17%", 22%”, 26%” widths. 
@ Five roomy pockets: three for standard 81,” x 11” 
papers, top for smaller, bottom for larger pieces. 
@ Ruggedly built of special Aluminum alloys 


around a gray, plastic-coated Masonite back. 
Completely assembled. 


ORDER BY MAIL IN SAFETY 
No. 17 (173%4” wide) .. .$27.50 * for your 
No. 22 (2214” wide) ... 31.00 Reception 
No. 26 (2612” wide) 34.50 Room, too. 


Shipped Ry Ex., charges collect. 


No €C.0.D.'s If not rated, please remit with order. 


THE RAK MAKERS = W.wtouuse, cess 
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etary. ee 
4 ” ‘ 


THe Oe 


++. one of many carefully planned 
groups of handsome, modern office 
furniture ... styled to lend beauty 
and dignity to your office . . . with 
increased overall efficiency. See 
your IMPERIAL dealer and write us 
2 for FREE Office Planning Guide. 


IMPERIAL DESK COMPANY 
~ Evansville 7, Indiana 
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AMA conference— 
(From page 41) 


Further justification of the company’s policy is the fact 
that in two groups where the new approach has been put 
into effect the dollar savings in overtime alone are greater 
than the cost of higher wages now being paid, the speaker 
maintained. At the same time, with overtime running under 
half of what it was a year ago, the volume of work has 
increased five per cent, and absenteeism has been reduced. 

Following Mr. Elliott, W. Keith Hafer, director of human 
relations for Fischer & Porter Co., explained his company’s 
efforts to maintain pleasant human relationships with its 
employees. It has an arrangement for distributing profits to 
the employees through the issuance of preference stock 
which has a guaranteed dividend rate of 50 cents per share 
per year and dividend priority over common stock. It has 
provided extensive services including financial aid in cases 
of misfortune, and even employs a consulting psychiatrist. 
Free life insurance, and family hospitalization and medical 
plan are completely underwritten by the company. 

Dr, Lydia G. Giberson, personal advisor of the Metropoli- 
tan Life Insurance Co., spoke about the “problem employee,” 
pointing our that his problems arise from a complex variety 
of influences, some of which originate with management, 
while others are traceable to his non-business environment 
and his heredity. Management, however, should be con- 
scious of the adverse effects of poor working conditions, oc- 
cupational hazards, and indivdual physical handicaps. These 
problems, she declared, can seriously reduce an employee's 


... Styles that appeal! 
... Prices that make sense! 


feature you seek in these fine Wood Office Chairs 


JASPER, 
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..- Quality that endures! 


For assurance of quality and satisfaction, ask your dealer to show you 
the latest in Jasper Chair Company styles. You'll find every desired 
features that 
have meant quality and value for over 30 years. See smart new chair 
models in Solid Walnut or select Oak—plain or upholstered in genuine 
leather or Elastic Naugahyde in many colors. Or, let us send you 
complete information addressed to’ your personal attention. 


Jasper Chair? 


INDIANA 


Jasper Chair Company, Dept. 30, Jasper, Indiana 
Please send me information on newest styles in Jasper Chairs, and also the 
name of nearest dealer. 


productivity, and management should approach the prob 
lem by understanding it at the top level and coordinating 
the efforts of industrial medicine and personnel officials. 

At the final luncheon on Wednesday, October 14 Peter 
F. Drucker, author and management consultant, discussed 
“The Spirit of an Organization.” Mr. Drucker advised 
against waiting for first-class leadership to develop the spirit 
of an organization. The supply of leadership, he said, is 
“limited and notoriously unpredictable.” Instead of calling 
on employees to work harder, which, he said, has never had 
any effect, management should examine the details of indi- 
vidual practices and motions to see what can be done within 
the limited possibilities of each, to improve morale. 

Mr. Drucker said that such matters as forms, procedures, 
and other functions should be examined critically to see ii 
they really contribute to the accomplishment of company 
objectives. He objected particularly to the practice of re- 
viewing personnel qualifications to decide who is “promot- 
able.” In the first place, it is impossible, he said, to forecast 
what qualifications will be required in the future operations 
of the company, and, in any case, it is impossible to antici- 
pate more than six months ahead how an employee will 
develop. And, second, he pointed out that even if a com- 
pany determines that one man in ten is promotable, the 
spirit of the organization ultimately will depend on the 
attitudes of the other nine, who must do most of the work. 

If management works at improving the details of its op- 
erations, it can improve the spirit of the organization, he 
declared. This approach, Mr. Drucker pointed out, is not 
a substitute for leadership, but it will make leadership much 
more effective if and when it appears. 
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Suburbs— 


(From page 18) 


There can be no doubt that the troubles experienced by 
this company—as “gilt-edged” a concern as any in the 
country—have given pause to some other large organizations 
contemplating moves from the central city. 

This is how the situation stands, a little more than a year 
after the first large moves to outlying areas were announced, 
The first important wave of projected moves occurred in 
New York, although individual large offices in other cities 
across the country have also been moving to the suburbs. 
(Of the six “Office of the Year” Awards given by Office 
Management this year, four went to new suburban offices), 
and for this reason the sudden cessation of moves from New 
York is significant. 

The probable conclusion to be drawn is that this is a 
temporary pause, and that some movement of offices to the 
suburbs will resume again, but at a much more cautious 
pace. Many offices are still consideriag moves as possibilities, 
but only as possibilities. 

Meanwhile, New York real estate interests seem more 
confident of the future of the city as the center for office 
activities than ever before. Mr. Zeckendorf had this to say 
at the time the first movements to the suburbs were develop- 
ing: 

“As a result of handling and owning real estate as we 
do now in more than fifteen states, and having dealt in 
properties in almost forty states, and being reasonably at 
home in many cities in the country, | am in a position to 
say this—again as a matter of opinion, but reasonably ob 
jective-minded opinion—that New York even at this stage 
of the game has the greatest potential with the single ex- 
ception of Los Angeles of any city in the United States. 

“New York is going to suffer a great deal in certain 
things. . . . I do believe that New York has lost and will 
continue to lose industry. I think that no longer will the 
pre-eminence of port and pre-eminence of transportation be 
enough to hold industry. . . . Industry recognizes the essen- 
tial attractiveness of large-scale horizontal operations as 
distinguished from multiple-story operations. New York 

cannot provide the large horizontal areas literally. 
Therefore it has lost and will continue to lose industrial 
activity. 

“New York's future and its destiny is that of the mart, 
the finance center, the executive office center, the theatre, the 
idea exchange’ center, the art center, the music center, the 
center of advertising and promotion, the fashion center, the 
convention and sport center. In inverse ratio to decentral- 
ization of industry so much more important becomes the 
necessity to centralize an executive office, a distributive point, 
and an exhibition point at that central show-place of the 
nation known as New York.” 

The purchase of the Chrysler Building, Chrysler East, and 
the Graybar Building, shows that Mr. Zeckendorf is backing 
his convictions. Socony-Vacuum has weighed the country 
and the city, and decided on the city. The office buildings 
going up at various points in New York indicate that other 
real estate interests share the Zeckendorf confidence. 

In the duel between city and suburb to attract the head- 
quarters offices of major corporations, 1953 must be counted 
as the city’s year. 
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“If you hear a squeak when you 


sit in a Flo-Tilt chair... 


there's 4 mouse underneath it... 
3 2 cegeEK| 
Re — 
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because F/o -77/F controlled 
chairs just don't squeak! 


@ Tilting or swiveling, Bassick’s Flo-Tilt chair 
control simply can’t squeak. 

The tilting action is handled by a rubber tor- 
sion unit encased under 40,000 lb. pressure in a 
steel sleeve. There is no metal-to-metal contact 
to cause squeaking; no lubrication is needed. 

Swiveling loads are absorbed through powder 
metal bearings impregnated with oil to make 
them self-lubricating. This permanent lubrication 
virtually eliminates wear. 

Just one good reason why Flo-Tilt controls 
will make your chairs safer and quieter in use. 
THE BASSICK COMPANY, Bridgeport 2, Conn. 
In Canada: Belleville, Ont. 


Bassick 


A DIVISION OF 


MAKING MORE KINDS OF CASTERS... MAKING CASTERS DO MORE 
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CARBONS... RIBBONS 


Send tedey for your- opy! 
AMCO's handsomely il d 
booklet about famous» & 
Southwestern ite. 


or i sacadl Texas ond ae ues vieg' ' 
: AS 


Notable “first” 
(From page 23) 


Thus, 
the main reception area, lighted by the great sweep of 
curved glass that is the two-story entrance has one black 


the actual effect is one of crispness and brightness. 


wall, and one terra cotta wall. Each color is repeated in 
the upholstery of the reception foyer furniture. Offices 
throughout the building repeat this theme of varying wall 
colors, with touches of black, and the general offices and 
secretarial offices on the second floor which serve the com- 
pany executives have a black wall set off by white par- 
titioning. 

The first floor of the two-story building is entirely given 
over to sales offices, with all activities that are connected 
with sales or subsidiary to it located there as well. Again, 
this placement of functions is one of the reasons National 
Sugar is so thoroughly pleased with its new offices. In its 
former headquarters Sales Orders was at one end of a long 
room, and the Credit Department was atthe other. The 
Trafic Department was in another room altogether. Nec- 
essary checking and the routing of orders between the vari- 
ous departments were carried out by an elaborate system of 
pneumatic tubes. 

In the new building, Sales Orders is located just off the 
reception area on the first floor, with a teletype room directly 
behind to remit orders directly to National Sugar refineries 
in Long Island City and Philadelphia, and its Cleveland 
packing plant and warehouse. The Credit Department and 
the Trafic Department are located on the flank of the Sales 
Order Department in the same large room, so that any nec- 
essary checking is a matter of the worker turning in his 
chair and asking a question. Advertising headquarters for 
the various divisions within National Sugar—Jack Frost, 
Quaker, 
department executives occupy the rest of the ground floor. 

The second floor—reached by 


and Arbuckle—and offices for salesmen and sales 
automatic elevator—has the 
switchboard, which maintains direct trunk lines to National 
Sugar’s refineries. It also houses the executive offices, the 
President’s office, the Board Room, and a special reception 
room. A handsomely decorated employee lounge with com- 
plete kitchen facilities is also located here. 

The same care and foresight shown in the layout of the 
first floor are Execu- 
tive offices are lined along the outside walls of the building, 
while the general office area lies in the center. But each 


executive's secretary, even though she works in the general 


again evident on the executive floor. 


office area, has her desk placed in such a way that her par- 
ticular boss’ desk is visible to her at all times. 

The large interior Board Room shows the same vivid use 
of colors displayed throughout all the rest of the building. 
One wall is pale green, one white, and one wall is paneled 
in cork. Doors are black, and the custom designed walnut 
board table is modern as are the sleek simple chairs. Con- 
cealed drawers in the table serve each director at a meeting. 
Figured draperies cover the wal! opposite the entrance. 

Air conditioned throughout, the building is zoned, so that 
offices on the exterior which are apt to be colder in winter 
and warmer in summer than the interior offices, 
as comfortable as the rest of the building. 

Every advantage has been taken in the new building of 
the possibilities of built-in storage space. Employee clothes 
closets are shallow, employing sliding doors, and precisely 
(To page 76) 


are just 
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aluminum 
chairs 


BETTER LIVING 


Better Living in our homes is perhaps the greatest 


trend in our times. There is a tremendous market 
for devices which further this trend towards utility, 
comfort, and convenience. This trend is even carried 
into our working lives, and into our offices. 


Fine-Rest Chairs can contribute to better living in 
your office. Fine-Rest Chairs offer utility, comfort, 
and beauty, and cut your office costs. 


Why not write us today for the name of your nearest 
Fine-Rest dealer? 


“america's Standard of Business Seating”’ 


Z 
alien 


AKRON B,0OHIO 


ALUMINUM SEATING 


17 8. CHERRY STREET °* 
Dishiibulr 
December, 1953 


AETNA SAFE CO., 46-50 W. 29th ST. M Y. 
METROPOLITAN N.Y. & EXPORT DISTHIBUTOR 
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the Swiss 

have a term for it: 

ami eprove 

and you too will find the 
ultra-modern, 

beautifully styled 


rPesulta 


adding-figuring machine 
is a “‘proved friend’’. 


You've never touched and operated 
such a beautiful, compact, 
easy-to-use, perfectly arranged 
keyboard. 

The combination electric 
repeat-multiply key 

automatically clears keyboard 

after repeat operations. 

Truly, this is the little machine 
with the BIG BRAIN 


and so little in cost. 


Four models available. 
Write for further details. 


7 y, 
, 


Washington D. C. Office: 1001 Connnecticut Ave., N.Y. 
N. Y. C. Distributor: Plus Computing Mach. Inc., 5 Beekman Street 
Zurieh, Switzerland: Oecerlikon-Buehrie & Co., 155 Birchstrasse 
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_ New Electronic Marvel 


Talk and Listen 
_ WITHOUT 
WIRES! 


@ No extras to buy 

@ JUST PLUG-IN any regular élec- 
tric light aie a 
TALK and LISTE 

ey aed PORTABLE, 

© WORKS ON STANDARD 
AC or DC CURRENT 

@ ABSOLUTELY SAFE to use... 
even by children 


only 


For offices . . . factories... @ ECONOMICAL TO USE ... re- 

stores . . boat yards... = less current than a light 
; = ul 

comps... Respitels .. . 90 @ “HUSH-O-MATIC" SILENCER — 

rages restaurants eliminates electrical noise 

schools .. warehouses, etc. 


Every home, farm, office, business is 
already wired for Port-A-Phone . 
just plug-in and talk and listen 
WITHOUT WIRES. 


ENGINEERING & MFG. CO. 


8026 N. Monticello Avenue * Skokie, Illinois 
(Chicago suburb) 


Quick “knock-down” wardrobe rack answers almost any “wraps” 
problem, because it can be 
set up anywhere in a few 
minutes without nuts, bolts 
or tools can be dis- 
assembled and stored in 
small space when not in use. 
It is ideal for installation 
near point of work, occu- 
pies only 1’ x 4’ floorspace; 
is ideal for company cafe- 
terias, offices, laboratories 
and meeting rooms. 


It will hold wraps by day 
and shop coats at night and 
keep both aired and dry. 


Modern efficient 
welded steel construction, 
rigid in use (all members 
held under tension). 


designs, 


Write for Circular CT-4 


VOGEL-PETERSON CO. 


1121 West 37th St. «© Chicago 9, Ill. 


Notable “first”— 


(From page 74) 


measured building niches have been provided in many offices 
to take a specified number of the files being moved from 
the old headquarters. 
cabinets are used in other offices, and since all the wood is 
in the same finish as the table top extensions: used in con- 
junction with the desks, a pattern of uniformity is given to 
what combination furniture and 
modern custom-made equipment. Uniformity is achieved 
here, where there could easily have been a_ patchwork 
effect, but monotony is avoided because the wood has been 
finished in a light natural color, while the furniture and 
files are for the most part metal with a light gray finish. 

Following the same pattern, many natural finish wooden 
wall cabinets have been located over metal files in various 
convenient places throughout the office for storage purposes. 

Flush-type fluorescent ceiling fixtures furnish an abund 
ance of light throughout the offices, but—again an indication 
of foresight—even though so many of the colors used have 
been brighter than those standard in most offices, finishes 
are flat so there is no glare anywhere, only an atmosphere of 
attractiveness and spaciousness. 

The National Sugar Refining Company, 


Built-in sliding-door wooden wall 


is actually a ot older 


in short, has 


given Wall Street a new look—and a refreshing one. 


TV bank— 


(From page 21) 


their banking problems considerably eased by the halt-hour 
leeway at each end of the working day. The bank also feels 
it will be possible to keep the branch open on Saturday if 
there is enough demand. 


“We believe our customers need more banking hours,” 
said Richard L. Jr., the bank president. “In the 
past the office worker usually could do his business only 


during the 


Maloney, 
noon lunch hour, Our new arrangement, we 
expect, will permit us to spread out the peak business loads.” 
that the new hours—which 
compare with standard New York City banking hours of 
nine to three, five days a week 


He emphasized, however, 
—are “experimental, and will 
be adjusted in accordance with actual customer traffic.” 
The simplification of record-keeping procedures at the 
branch office has also made it possible to shorten that phase 
and use the time saved to 
prepare them to handle the opening of new accounts, in 


of training for new personnel, 


addition to their regular work as tellers. 


Although the nine-and-a-half-hour day and the possible 
extension of the banking week to include Saturday of course 
mean that the bank must add some personnel, it is meet 
ing this problem by employing college students and house- 
wives on a part-time basis to fill the shifts at peak hours— 
early morning, noon-time and later afternoon. The 
streamlining of the other hand, makes 
possible to operate the branch as a whole with considerably 
less than the number of full-time personnel that would be 
required for a conventional branch. 


general 


operations, on 


Bank officers estimate that the new, simplified installation 
will pay with savings deposits of $25,000,000, and that tota! 
deposits of $50,000,000 could be handled before additional! 
space would be required. 
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Witcheraft in the office 


by Irene McFarland 


A PRELIMINARY STUDY of this subject has just been 
issued by the C.S.0.C.M.O. (Committee for the Study of 
the Origins and Control of Magic in Offices). After two 
painstaking studies of the evidences of witchcraft, its causes 
and effects, the committee now presents its findings on vari- 
ous methods of exorcism used by offices and individuals 
afflicted with this sinister condition. 

The committee is not yet prepared to state definite con- 
clusions as to the best means of combating witchcraft, but 
presents herewith in summary form the experiences of 
others, leaving to a later date the final report which will 
bring these researches to an end, 


CONFERENCES: Some executives find that the only 
means of dealing with witchcraft is escape. There is prece 
dence for this in many periods of the world’s history, 
notably the London plague. Executives thus retreat into 
conference. Contacts of any sort are effectively eliminated 
by the potent spell pronounced by secretary or outer office: 
“Mr. Blank is in conference.” 

It is not known what occurs during this period of retreat, 
but its frequent use by executives proves conclusively that 
they find it effective. 


SMOKE: This remedy may be used by individuals or 
groups. The executive fills his room with smoke, his stenog- 
rapher being privileged to share its benefits. If he also 
takes the precaution of holding a large cigar or pipe in his 
mouth while dictating, there will be no danger of bewitched 
notebooks or pencils, and the typed results will be satis- 
factory (see Committee Report 2). It goes without saying 
that windows should be closed and lights turned on, even 
though the weather is pleasant. It is interesting to note 
that smoke-filled rooms have always played an important 
part in effective management, from the highest to the lowest 
categories. 

A curious commentary on our times may be found in the 
fact that whereas many municipalities have laws against 
what they term “the smoke nuisance,” indoor smoke is 
considered most beneficial in eliminating witchcraft and its 
dark influences. 


TELEPHONES: It is well known that telephone messages 
are particularly susceptible to witchcraft, almost as much 
so as files. Messages are misunderstood; are not delivered. 
Their import causes disruption of the office day. Very often 
language changes completely on the telephone. Wrong 
numbers are rung. There is no response from the operator, 
no matter how hard and fast she is flashed. It is witchcraft 
which causes the irritating response, “What did you say?” 
when one is most careful to speak loudly, and to hold the 
transmitter either on the shoulder or at a good distance 
from the lips. 

There is one simple remedy for all this. After placing a 
call through the switchboard, the executive should leave 
his desk, especially if the call is long-distance. When the 
connection is made, the operator can deal with the call, and 
the person waiting at the other end is not endangered by 
any contact with a witch-ridden office. 


(To next page) 
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Exclusively Manufactured by 
_ Federal Loose Leaf Corp. 


Super-Lok 


LOOSE LEAF 
BINDER 


NEW! EFFICIENT! 
ECONOMICAL! 


Super-Lok Features: 


@ Compresses to given sheet 
capacity. 

@ New, simplified locking 
mechanism that features 


easy operation and removal 
of sheets. 


@ Positive locking in any 
capacity position 


super-Lok is now being used 
‘yy the U. S. Gov't. and lead- 
‘ng firms from coast to coast. 


Insert sheets re- 


moved by lifting i 
from book with, —_ 
transfer Bar, as 
illustrated >) 4) 
= Ws 
| in, 


Can be made to specifications 
with various post arrange- 
ments from %” to 3” mini- 
mum capacity and allows for 
0% expansion. Available 
with or without window in 
backbone . Imitation lea- 
ther or canvas Allows for 
compression to any given 
eapacity 


Write today for quotations \ 
and latest catalog. \ 


U. S. Pat. No. 2,568,227 


THE GREATEST NAME IN LOOSE LEAF BINDERS 


M. W. FEDERBUSH, President 


FEDERAL Loose LEAF Corp. 


380 SECOND AVENUE, NEW YORK 10, NEW YORK 


STANDARD 


> 


ace star.e efwovee 


€ Tigsi 


THE TOP QUALITY LINE 


The complete ACE line gives a better, more reliable Stapler no 
matter what price you want to pay. Ask your dealer about 
stronger ACE Staples and the efficient ACE Staple Remover, 
too! ACE Stapling Equipment has been known as the **World's 
Finest" for more than 20 years. It is doing a better job of fasten- 
ing and unfastening papers. Also widely used for bags, bundles 
and cardboard boxes. 


SOLD THROUGH DEALERS EXCLUSIVELY 


= 
- tapling Mach PL 


ACE FASTEMER CORPORATION + 3415 NORTH ASHLAND AVENUE + CHICAGO | 
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NO USE 
LOOKING 


-% OSCAR... YOu 


/ CAN'T SEE my 
PAYCHECK 
ROUGH THIS 


PAYCHECK "OUTLOOK" ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances for Errors 


Paycheck “Outlook” Envelopes are absolutely opaque; essen- 
tial when wages are paid by check: Nothing shows but the 
employee’s name. This improves personnel relations. 


THE N—you'll want to use “Outlook” envelopes for other 
purposes. All sizes and styles, with your choice of either 
glassine or cellulose transparency. 


Write for samples and prices. 


" QUTLOOK ENVELOPE COMPANY _ 


Originators of “Outiook” Envelopes. Est. 1902 
1005 WASHINGTON BLVD., CHICAGO 7, ILL. 


> & 


H 
| 
| 
2 


MARCH OF DIMES 


INFANTILE 
PARALYSIS 


j 


CLASSIFIED ADVERTISING 


Rates are 15¢ a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or to Buy Used Equipment 


WANTED—MODEL F201 or F203 Burroughs Sensimatic or Model 
85 or 285 Remington Rand Electric Bookkeeping Machine, in excellent 


operating condition—no dealers—-Susquehanna, Upland, Pa. 


WANTED—ALL TYPES OFFICE MACHINE, Filing Equipment Furni- 
ture, Kardex, Acme-Postindex. Will pay more than trade-in allowances. 
Write, Wire, Phone CAnal 6-2054, National Office Equipment Co., 429 
Broome St., New York 13, N. Y. 


, ACME, GLOBE-WERNICKE, 
od and steel. 
ulated 


Yawman-Erbe, Rand Visible 
Addressograph, Cabinets and Trays. Ledger 
Reconditioned first class. Special prices to 
this equipment. Universal Office Equipment Co., 
New York, N. Y. GRamercy 3-3741. 


. We also buy 
Waverly Place, 


WANTED — ADDRESSOGRAPHS, MULTILITHS, VARITYPERS, 
Mimeographers, Postal Meters, Folding Machines, Calculators, Adding 
Machines, etc. We pay top prices. Write immediately Northway Dis 
tributors, 2621 Ist Ave., Seattle, Wash. 


VISIBLE EQUIPMENT bought and sold and exchanged. We specialize 
in rebuilt Kardex, Acme, Globe-Wernicke and Yawman & Erbe visible 
cabinets, as well as other makes. All our equipment is fully reconditioned 
ind guaranteed. Please write and tell us what equipment you need or 
have for sale. Heineman Office Equipment Co., O. M., 4 N. 8th St., 
St. Louis, Mo 


Business Opportunities 


MR. MANUFACTURER. An established 
another manufacturing cor t ran 
volume is in the six figure brac wr 


firm is seeking to purchase 
expansion program. If your l 
higher, we are interested. 
Principals only. 


eferences gladly onfidence 


Miscellaneous 


write your tran 
organizations State 


HANDBOOKS FOR INDUSTRY will 
I instructions for your 


ing manuals, hand- 
00ks, ie 
Blue Ash, Ohio 


requirements, Box 783, 


BEFORE YOU SELL 
have th 


We 
hand 
service on 


York 12, 


your visible filing 


susands o ond 


equipment, contact us 
panels, books always on 
I Special 
Broadway, New 


ioned cabinets, 
Kardex, Acme 


Inec., 548 


, KINDS OFFICE 


sold, bought. 
. All-Languages 3 


MACHINES 
, 119 West 


Pypewriter Ce 


J VARITYPERS, 
i} 23rd St., New York, 
N 


CALCULATORS, 
NCR 

1ote complete des 
> Broadway, Ne 


COMPTOMETERS, 
Bookkeeping 


and price 


ADDING MACHINES, Bur- 
Billing Machines, any style, wanted. 
American Business Machines, In 


roughs or 


Moon Hop- 
line, State 
International 


REMINGTON ACCOUNTING MACHINES, Burroughs, 
kins, Elliott-Fisher and everything in the office machinery 
ll quote highest cash price 


- lway, New York 7, N. Y 


ADVERTISE YOUR CLASSIFIED 
WANTS IN THIS COLUMN 
FOR QUICK RESULTS 


Send copy by the Ist of month preceding issue. 


OFFICE MANAGEMENT December, 1953 
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(Continued ) 


BARBERISM: This is another favorite method of dealing 


with witchcraft. Its use is so common that every office 
building has facilities for its practice. Executives may take 


advantage of them at any time during the day when the 
4 | 


dark forces seem to be gaining the upper hand. 
Treatment is applied to the head or the face—sometimes 
both—while the executive relaxes in a reclining position. 


[ii CATALOG 


Atter a half-hour or so, he is completely cleansed of either | 
witchcratt or wizardry, and returns to his desk with re- 


newed vigor and interest, having in the meantime obtained 
valuable information about the chances of the Dodgers, the 
odds at Jamaica, or how to make the stock-imarket move up 
and down at the same time. Barberism is not available to 
stenographers or tile clerks, since their type of work is 
thought to be a form of witchcraft itself. 

It is extremely gratifying to management to note that 
witchcraft in offices is at last being controlled by the fore- 
going practices. However, control is not sufficient, and it 
will be the purpose of the committeee to direct its future 
researches to a means of completely eliminating this sinister 
torce tronr the business world. 


Case of the month— 
(From page 43) 


assigned to watch the recorder: it is equipped with warning 
lights and a buzzer to alert pool workers if it is not working 
properly, if a new disc is needed, or if the dictator wishes 
to speak directly to a pool typist. 

Advantages cited by Eastern States for the centralized 
system are that it permits a steady flow of work in the tran- 
scribing department, making for increased efficiency. With 
conventional dictating machines, too, executives may tend 
to allow a partially completed disc to remain on their indi- 
vidual machine for hours before completing it late in the 
day. This does not happen with the central system. 

‘Phone dictation, which does not go through the central 
switchboard, also does away completely with periodic clear- 
ing of discs from executives’ desks for delivery to a central 
typing pool, thus eliminating the labor, the traffic, and time 
lag involved in transporting the discs from various offices 
to the central department. 


Of interest from Washington 
(From page 38) 


Uncle Sam is tightening up on his income tax collections 
all the time, now that Commissioner of Internal Revenue T. 
Coleman Andrews has reorganized the Internal Revenue 
Service and has begun new activities designed to plug up 
the leaks in tax collections. 

The Treasury has made it plain in public announcements 
here that expense accounts—and particularly those which 
seem to indicate personal spending is being charged off to 
business expenses—are going to be a big target of the IRS 
in its drive to stop tax losses. 

The general feeling inside the revenue agency now is 
that many businessmen have been getting away figuratively 


with “murder” on what they have been deducting as busi- | 


ness expenses. The Treasury increasingly will challenge 
expense items that seem to be out of line. 
1953 
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OFFICE MANAGEMENT 


to help you Save on 


OFFICE SUPPLIES 
AND EQUIPMENT 


Compare our low prices, note free delivery plan and consider 
time saving conveniences of catalog buying—like an office 
supply store on your desk ever at your call. 

Write for your catalog today. 


CONSOLIDATED OFFICE SUPPLY CO. 


711 S. Dearborn St. 


Dept. M 


Chicago, Illinois 


Ask your stationer to show you the / 
/ 


Gsterbrook 


DESK PEN SET with Mee 
The PEN THAT FILLS ITSELF 7 


ond lets you .<.- } 
chaase the right point See" 


for the way you write...by number 


The Esterbrook Pen Company, Camden 1, New Jersey 
THE ESTERBROOK PEN COMPANY OF CANADA, LTD. 
92 FLEET ST., EAST; TORONTO, ONTARIO 


FOR ALL TRAVELERS 


by train, bus, plane or automobile, 
whether for pleasure, on private 
business or government service, 


BEACH'S 
“Common Sense” 
Expense Books and Sheets 


are best for keeping track of ex- 
pense. There is a Personal Expense 
Book, too, for records at home. 


Beach Publishing Co. 
7338 Woodward Ave., Detroit 2, Mich. 
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The Present 
with 4 
Future! 


You'll be mighty popular when you tie Weldon Roberts Jet 
Erasers on your office Christmas tree and put them on your tree 


and in your Christmas stockings at home. 


Weldon Roberts 


Erasers will correct the mistakes people always make in writing 
Christmas cards 
all "year round. 


and mistakes they make in all kinds of writing 


Ask your stationer now to show you Weldon Roberts Erasers 
especially suited for correcting writing mistakes made by office 
workers, artists, draftsmen, school students. 


4 JET ERASER Convenient cylindrical stick 
eraser in attractive, transparent plastic holder. 
Top unscrews so eraser can be moved outward. 
Red rubber for pencil erasing, gray rubber for 
ink. Pocket clip style for general use. Brush 
whisk style for typists. Refills. Top for typing, 
accounting, drafting, professional and student 


use. 


9000 SUEDE WHISK > 


(Weldon Roberts 
No. 900 SUEDE with brush 
Makes quick, 
clean erasures on any kind 
of paper. Immensely popu- 


attached ) . 


Eraser 


lar because of its softer 
gray texture and slightly 


octagonal shape. 


ktlatilor: 
aot e Mew anh / ca 


4 930 ENSEMBLE 
(Pink & Gray Rubber). A 


combination eraser that does most everything. Handy, bias-bev- 
eled shape. Soft pink pencil rubber joined to soft, gray ink 
eraser. For ink, pencil and crayon erasing. 


365 Sixth Avenue 


Prank 


Errand 


Correct Mistakes in Any Language 


WELDON ROBERTS RUBBER CO. 


Newark 7, N. J. 


World's Foremost Eraser Specialists 
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DEAR READER... 


Please see page 46 showing OFFICE MANAGEMENT'S 
dramatic climb to 13,000 management executive subscribers. 


You belong to a rapidly expanding group of management 
executives who are proponents of continuous progress in 
office equipment, systems and procedures, and who recognize 
OFFICE MANAGEMENT for its unique editorial contribu- 
tions to the science of office management. 


OFFICE MANAGEMENT 
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(a ARE. THERE'S AN A§E DEALER NEAR YOU! 


X STEEL OFFICE FURNITURE 


re 
LOOKS BETTER... LASTS LONGER... LOWERS COSTS 


LY 
z 
> Visit your ASE dealer and take a critical look. Convince yourself that 
there’s more real dollar-for-dollar value in ASE office furniture. 
You'll find countless product advantages exclusive with this complete 
high-quality line of desks, chairs, files and office equipment. 


BETTER BUILT FOR BETTER 


[s 

ie) - c bed 

tables z= = = 
—wos =. = wardrobe 


on, a blueprint = cabinets 


chairs _— cabinets [= 


= - 
4 a 
* 


Write for catalog and 
name of nearest dealer, 
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The Underwood Sundstrand 
Model E Accounting Machine 


Fully Automatic 


for all phases of your accounting 
...the low-cost Underwood Sundstrand Model E! 
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E eA hotest Bronte 


Underwood Corporation 


. . Adding Machines. . Underwood O 
. Carbon Paper. . 


Accounting Machines . 
Typewriters .. 


One Park Avenue 


Sales and Service Everywhere 


New York 16, N. Y. 
Underwood Limited, Toronto 1, Canada 


Compare the fully automatic all-purpose 
Underwood Sundstrand Model E with 
any other accounting machine in 
price class! 

There’s nothing simpler! There’s 
nothing speedier! There’s nothing 
more automatic! 

That's why it is so fast, so flexible! 

With the Model E you can handle 
any or all of your accounting jobs. 


its 


It allows rapid-fire form insertion . 
high gear keyboard operation .. 
as a flash” form handling. 


. “quick 


4 
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UNDERWOOD 
> * 


ons? 


os au Underwood Corporation 
One Park Avenue, New York 16, N. Y. 


() Please send literature further describing your Underwood 


The “mechanical brain” control plate 
directs operations, speeds work, mini- 
mizes errors. 

The famous touch-operated 10-key 
keyboard is exclusive with Underwood 
Sundstrand Accounting Machines! 

So get your best buy in low-cost ac- 
counting machines . .. the Underwood 
Sundstrand Model E! 

See it demonstrated! Mail the coupon 
or call your Underwood Representative 
today. You'll find him listed in the clas- 
sified pages of your telephone directory. 


OM-1°2-53 


Sundstrand Model E Machine. 


. Ribbons Name 


Firm 
Street 
City 


Touch Method 
Keyboord 


| I would like to have a demonstration. 
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